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ABSTRACT 

These appendixes contain (1) correspondence related 
to selection of exemplary cooperative education programs for study in 
developing guidelines for planning, managing, and evaluating such 
programs and (2) materials collected from the programs identified 
relating to project management, objectives, program evaluation, and 
followup. (Volume I, the body of the report, which is bound 
separately, contains a brief description of procedures used in 
developing xhe guidelines, discusses the various components of the 
planning, management, and evaluation process, and outlines a training 
program for administrators.) (JT) 
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. SmSffl@li^ TURNKEY gV@Tai&;iIS.DI!;giS. 

FHOVXZ»VO OATAfV-PXO MOtVICUl roi% XOVOATIOM 

CORPORATE HEADQUARTERS: ?660 t St. N.W. 
Wathlnflton, OX. 20038 • 

INITIAL CONTACT LETTER SENT TO STATE,, DIRECTORS^ QP;:^ VOCATIONAL 
EDUCATION 



Education TURNKEY Systems, Inc., and our associate contractor, Steiger, Fink, 
and Smith, Inc., were awarded a contract under Part C to design a systematic set 
of procedures for planning, managing, and evaluating cooperative education pro- 
grams. The project is described briefly in the enclosed abstract. 

One of our initial tasks is to identify particularly noteworthy existing manage- 
ment and evaluation systems for cooperative education programs. The purpose of 
this letter is to solicit your nomination of two cooperative education programs 
within your state which have developed effective and well -documented procedures 
for one or more of the following: needs assessment, planning, management, and/or 
evaluation. Your assistance would help us enormously in this initial effort. 

Once we receive your nomination, and the telephone number of the responsible or 
knowledgeable LEA officials, we propose to contact them requesting descriptive 
infoTTTiation or other documentation of their procedures. We will then assess the 
procedures reported and synthesize appropriate components into our overall 
management system design. We would be pleased to share our results with you. 

We appreciate your cooperation and look forward to the opportunity to build 
upon exemplary programs developed under your state leadership. Dr. Steiger and 
I would be delighted to discuss any aspect of this project with you by telephone. 
Please feel free to call us collect. 

Your early response would be greatly appreciated. 

Sincerely, 




Charles L. Blaschke 
President 




&Ann^M. Steiger C703-821-27m^' 
CLB:jmj _ 

Enclosure : Abstract 
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PROJECT NO. : 498AH50102 

TITLE: Developn^t of a Syston for Planning, Managing, and Evaluating 

Cooperative Work-Study Programs 

PPOJECT MANAGER AISD INSTITUTIC»J : Charles L. Blaschke 

Education TUR^3KEY Systenis, Inc, 
1660 L Street NI^, Suite 1213 
Washington, D.C. 20036 
Tel.: (202) 293-5950 

CBPNT PERIOD: 1 July 1975 - 30 June 1976 (12 months) 



PURPOSE OR OBJECTIVES : 

The major objective of this project is to design a^ systematic set of procedures, 
forms and implanentation instructions for planning, managing, and evaluating 
cxx)perative work-study programs conducted by educational institutions in coor- 
dination with corrnunity and industrial groups. In addition to the overall de- 
sign, a needs assessment component, including procedures and training exer- 
cises, will be produced for use by planning and development staff involved in 
work-study programs. 

PROCEDURES: 

Relevant existing models for planning, managing, and evaluating projects, par- 
ticularly work-study projects, will be analyzed, identifying appropriate com- 
ponents for synthesis into the above design .and needs assessment canponent. 
Based upon an assessment of project directors '/ac3ministrators' needs in 
planning, managing, and evaluating special projects, the specifications for the 
overall design vd.ll be determined in collaboration with LEA and SEA officials, 
building upon the strengths of existing techniques. In addition to being prac- 
tical, the design will also be flexible in order to accommodate situational 
•conditions, urban/rural programs, and various types of irdustrial settings. 
Specifications for conducting cost-effectiveness analysis will also be addressed. 

PRIXUCTS OR RESULTS : 

The results of this effort during the initial phase will be: a) a detailed 
specifications design for the overall nodel; and b) a needs assessment com- 
ponent available for use by the practitioner during the initial stages of 
planning and developing a work-study program. Both the design and the needs 
assessment component will be usefiiL to LEAs in formulating a work-study pro- 
gram, particularly evaluation ccxrponent. 

. SIGNIFICANCE : 

With increasing placed upon work-study programs in the area of vocational 
education and the increased priority indicated by the president of Ohio 
State University's speech, the model design and needs assessment component 
will provide both a conceptual design and practical procedure for meeting a 
need which will increasingly expand. 



gPyg/SkiroeKI TURNKEY gV©T[10^§.0IKl(g. 

raovsx3t>ro CATiwi^Y-no exH.VTCKa rojt. xx3UCA.Txo»4r 

CORPORATE HEADQUARTERS: 1660 L St. N.W. 
WoshinstDi^ D.C. 20036 • 



.FOLLOW--UP LETTER SENT TO STATE DIRECTORS OF VOCATIONAL EDUCATION 
WHO NOMINATED SITES AS EXEMPLARY PROJECTS 



Thank you very much for your prompt reply to our request for 
nominations of exemplary cooperative education programs presently 
using noteworthy planning, management, and evaluation techniques. 
We are in the process of contacting the individuals designated 
in your letter to request documentation on their projects and, 
specifically, the techniques used in the above areas. 

In light of some recent decisions at the Federal level, regarding 
priorities assigned to cooperative education (broadly defined), 
and discussions with Federal as well as state officials, the 
study effort which we are conducting appears to be significant 
indeed and very timely. The approach we are taking is a prag- 
matic one attempting to design a system which will be of practical 
utility to officials at the SEA and LEA level. Moreover, the 
documentation of planning, management, and evaluation techniques 
which we have reviewed indicates that serious thinking and design 
efforts have already been undertaken at several sites. As we 
continue to review these documents, we would be pleased to share 
with you our preliminary findings and observations prior to sub- 
mission of the final report next year, if you feel such an inter- 
action would be beneficial as you begin initial planning efforts 
under Part D and other activities. Please feel free to call us 
collect. 

Thank you again for your cooperation. We look forward to hearing 
from you. 

Sincerely, 



Charles Blaschke 
President 
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Twvor^svwo OAxxtTmo okr-vickb ron kducjltxom 

CORPORATE HEAOOUARTERS; 1660 L St. N.W. 
Washington, D.C. 20036 • 



LETTER SENT TO SITES NOMINATED BY STATE DIRECTORS OF VOCATIONAL 
EDUCATION AS EXEMPLARY PROJECTS 



Under contract to the U.S. Office of Education, Education TURNKEY Systems, 
and our subcontractor, Steiger, Fink § Sniith, are gathering information on 
exemplary practices to be used in designing a systematic model for needs assess- 
ment, planning, administration, evaluation and follow-up in cooperative educa- 
tion/work experience programs. As noted in the enclosed letter, your program 
has been nominated by your state department of education as possibly contri- 
buting to this significant effort. 

One of our first problems has been to clearly define three categories of 
programs which sometimes seem to get confused: cooperative education, work-study, 
and work- experience. We are using definitions based on those which the State 
Directors tentatively agreed upon at a recent USOE meeting: 

COOPERATIVE EDUCATION: a program of on-the-job work experience 
related to the student's course of study and chosen occupation. 
Such programs have educational objectives, including specific 
skill training objectives, and the work eaqperience is closely 
tied to'^tlassroom instruction. 

WORK-STUDY; a program of employment to provide financial 
assistance to students who are in need of earnings from employment 
to commence or continue their vocational program. The eiaployment 
is not necessarily related to the student's course of study. 

WORK-EXPERIENCE: a program of on-the-job work experience designed 
to acquaint the student with the job setting. Such programs have 
educational objectives -- usually in the area of expanding the 
. student's career horizons or introducing the student to job ac- 

tivities and requirements -- but not skill building objectives. 
A wide variety of programs , including most career education work 
units and post-secondary clinical experience programs, fall into 
this category. 

Our *study is concerned with both cooperative education and work- experience 
programs, but not with work-study programs . In gathering information, we feel 
it is essential to maintain the distinction between cooperative education programs 
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with skill building objectives and the broader work- experience programs. 
Both types of programs are extremely valuable, but they differ in purpose and 
in management requirements. 

We would greatly appreciate your cooperating in this project by furnishing 
us with the following information and materials, where available: 

1. Identification of your program as cooperative education or 
work experience. 

2. A written description of the program, its purposes and 
activities (e.g., excerpts from a proposal, etc.) 

3. Description of procedures used for needs assessment, planning, 
administration, evaluation, and follow-up, particularly those 
procedures which have proved especially effective. 

4. Any documentation of management procedures used such as 
handbooks, operating instructions, forms and data collection 
instruments. 

5. Any other information you think might be of value to this 
study. 

Thank you very much for your assistance. If you have any questions, please 
call me or Dr. Steiger collect at (202) 293-5950. When we have completed our 
study, we will be happy to share our findings with you. 



Sincerely, 



Charles L. Blaschke 
President 

Education Turnkey Systems, Inc. 



JoAnn Steiger 
President 

Steiger, Fink § Smith, Inc. 



End: Letter from SEA 
Project Abstract 
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STATE BOARD OF EDUCATION 



STATE BOARir^ OF EDUCATION 



H. JCRRY HARGITT. Pl?«$iO«NT 
OMAHA. NCfeNASKA «tt24 



OOROTHY CREIOH 

1«90 HOt^XH CUM STUC^T 



WIULARO H. WALOO. Vice-PRCf lOCNT 
OSWfTT. NCVRASKA ««34f 



MPS. MARGARET L0CKW001 

NCOHASKA S»34t 



FRANK e. LANDIS 

• 24 LtNCOUN aUILDlNG 
kINCOUN. NC«MASKA CtSOt 



HAROLD O. F'ETERSON 
• 19 SOUTH «7 AVENUE 
OMAHA. NEBVlASKA 6*100 



WALTER L. MOLLCR 

III WtSr Jl»0 ST«CCT 
WAVNK. NCfeMAsKA «»7«7 



MPs. MARILYN FOWLER 

|904 ^UUM CREEK UANC 

NCVRASKA tftHSQ 



October 8, 1975 



Ms. JoAim Steiger 

Education Turnkey Systems Inc. 

1660 L St. N.W. 

Washington, D-C. 20036 

Dear Ms. Steiger 

In reference to your letter of September 10, 1975, requesting contacts 
in noteworthy Cooperative Education programs we are providing the following: 

Post Secondary Technical Coinmunity College Level 



Mr. Gary V. Lund, Associate Dean of Instructional Services 

801 E. Benjamine Avenue, Norfolk, NE 68701 

Phone: (402) 371-2020 

Re: Planning and Management 

Secondary, Cooperative Disadvantaged for Adult Drop Out 



Mr. John Sheldon, Coordinator of Adult Education 
3902 Davenport, Omaha, NE 68131 
Phone: (402) 554-1111 

Re: Needs Assessment, Planning and Management 

Secondary , Regular Cooperative Programs 

Mr. Joe Am, Vocational Director 

14th & Lincoln Road, Bellevue, NE 68005 

Phone: (402) 291-6552 

Re: Planning and Management 

Please note that we would appreciate correspondence forwarded to the 
above be carboned to our office. We look forward to sharing the resialts of 
yotu: study. 



Sincerely 



GLEN H. STRAIN 

Assistant Commissioner for 

Vocational Education 



kaw 



cc: 



Gary Lxind, Joe Am 

John Sheldon, Larry Loomis 



ERIC 



WILSON HUES 
Stfp«itet0iid«nl of Public Instruction 
tfnd Plroctor o( Bducction 




STATE OF CALIFORNIA 

DEPARTMENT OF EDUCATION 

STATE EDUCATION bOlLDlNG, 721 CAPITOL MAU. SACBaSIEHTO 958:4 



October 20, 1975 



Mr. Charles L. Blaschke, President 

Education TURNKEY Systems, Inc. 

Suite 1213 

1660 L Street, N.W. 

Washington, D.C. 20036 



PART C PROJECT ■■ COOPERATIVE VOCATIONAL EDUCATION 

Please excuse our delay in responding to your Septenber 10 letter. The 
time was used to solicit recommendations from our staff. 

Attached is information regarding four outstanding (Dooperative Vocational 
Education Programs in California. If we can be of fliurther assistance 
please let us know. ' 




tr 



S. Barrett 
State Director of 
Vocational Education 
916/445-3314 



SLB:mr 
Attachment 
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Outstanding Cooperative Vocational Education Programs - CALIFORNIA 

Agriculture Visalia Unified School District 

Jack L. Stevens 

Secondary Curriculum Assistant 
315 East Acequia Street 
Visalia, CA 93277 
209/733-1400 

Medical Cubberley High School 

Secretary john Martin, Asst. Supt. 

Palo Alto Unified School District 
25 Churchill Avenue 
Palo Alto, CA 94306 
415/327-7100, ext. 4316 

Office Lincoln High School 

^^""tio" J. C. Bellenger, Asst. Supt. 

Adult and Vocational Education 
San Jose Unified School District 
1605 Park Avenue 
San Jose, CA 95114 
408/998-6182 

Distributive San Mateo High School 
Education Troy Nuckols, Director 

Career Development Programs 
San Mateo Union HS District 
400 Murchison Drive 
Mi 11 brae, CA 94030 
415/697-6615 



11 



DEPARTMENT OF PUBLIC INSTRUCTION 
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STATE OF NORTH CARmiNA 



November 



RALEIGH 



14. 1S75 / >^ 



^-1 



Mr. Charles L. Blaschke, President 
Education Turnkey Systems, Inc. 
Corporate Headquarters 
1660 L St. N. W. 
Washington, D. C. 20036 

Dear Mr.. Blaschke: 

this is response to your recent letter to Dr. Dterles Law, Or. requesting 
that we identify two cooperative education programs witWn the state that are 
during an effective job in planning and mangement. 

It is difficult to identify the two best programs^ however, I think you will 
find that the two listed below are doing a good job. 



Mr. John Massey, ICT Coordinator 
Smithf ield-Selma High School 
Smithfield, North Carolina 27577 

Contact Person: 

Mr. John Sanderson, Local Director 
Johnston County Schools 
P. 0. Box 1336 

Smithfield, North Carolina 27577 
Telephone: (919) 934-4129 



Ms. Nina liineberry, DE Coordinator 

Lumbertnn High School 

LumbertBH, North Carolina LlS^S 

Contact Jterson: 

Mr. WilTI-fiam C. Gay, Principal 
Lumbertmi High School 
Box 103© 

Lumberton, North Carolina 28358 
Telephora: (919) 738-5271 



I trust this information is adequate for your neeite. 

Sincere 




VBHrfs 



V.'^B. Hairr, Asisorciate Director 
Occupational Education 
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^ptember 12, 1975 A 



Mr. Charles L. lix ato. ' " 

Education TURNKEY Systems, Inc. 
1660 L Street N.W. , Suite 1213 
Washington, D.C. 20036 

Dear Mr. Blaschke: 

In response to your letter dated September 10, 1975, 
I am reocranendijig the following Local Educational Agencies 
for your project: 

1. Fort Wayne Regional Vocational Center 
1200 South Barr Street 

Fort Vvfeiyne, IN 46802 
(219)743-0183 

Contact Person: Dr. William E. Martin, Director 

2. Garrett High School 
701 Houston Street 
Garrett, IN 46738 
(219)357-3122 

Contact Person: Mr. Anthony Wfesolowski, Jr., Director 

We would appreciate receiving the results of the ccnpleted 
project. 

Sincerely, 
DON K. GENTRY 

Executive QEf ioer/State Director 
of Vcxzational Education 

DKG/LF:pap 

cc: Dr. William E. I^Iartin 

Mr. Anthony Wesolowski^ Jr. 
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State of Wi 



isconsm 



DEPARTMENT OF PUBLIC INSTRUCTION 




Barbara Thompsor},Ph,D. 
State Supermtendent 

DwightM. Stevens, Ph.D. 
Deputy State Superintendent 



September 26, 1975 



DIVISION FOR INSTRUCTIONAL SERVICES 
Robert C Van Raalte, Assistant Superintendent 



Mr. Charles Blaschke 

Ms, JoAnn Steiger 

Education Turnkey Systems Inc. 

Corporate Headquarters 

1660 L St. N. W, 

Washington, DC 20036 



In answer to your letter of September 10 soliciting 
our nomination of two cooperative education programs 
within your State which have developed effective 
and well-documented procedures for one or more of 
the following criteria: 

needs assessment, 
planning, 

management, and/or 
evaluation 

we would like to recommend the following two programs 

Don Amundson, LVEC (Local Vocational Ed. Coordinator) 
Brown Deer Public Schools 

8060 North 60th Ms. Pat Good, Instructor 

Brown Deer, WI 53223 / Office Practice Co-op 

Eldon Broman, Supervisor 
Milwaukee Public Schools 
Industrial Education 

P. 0. Drawer lOK Don Strubbe, Instructor, Hamilton H. S, 

Milwaukee, WI 53201 / ICE (Industrial Co-op Ed.) 

Good luck in your management design system. 



Marlene Dobberfuhl, Secretary to 
Ruel J. Falk, Director 

Bureau for Career and Manpower Development 
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126 Langdon Street, Madison, Wisconsin 53702 




ILLINOIS OFFICEOF EDUCATION ^ 

Joseph M. Cronin n^eonal offices: \^ I ♦ 

State Superintendent of Education . xjrf^i a 

1 00 North First Street T«a West Randolph 241 3 Broadway :A 

Sprinyf ield, Illinois 62777 Chicago, Illinois 60601 Mt. Venon, Illinois 62864 



September 22, 1975 



Mr. Charle ' schke 
President 

Education Turnkey Systems, Inc. 
1660 L Street, N.M. 
Washington, D.C. 20036 

Dear Mr. Blaschke: 

In response to the request in your recent letter, we have identified 
two cooperative occupational education prograns that probably meet 
the criteria for inclusion in your Part C projactt. 

The following persons have agreed to nomination) ©f their cooperative 
occupational education programs. 

Mr. Robert De Vries, Director 
Quincy Area Vocational Center 
219 Baldwin Drive 
Quincy, Illinois 62301 
Phone 217/224-3770 

Mr. Willis Shay 

Director of Vocational Education 

Joliet Township High School District No. 204 

201 East Jefferson Street 

Joliet, Illinois 60432 

Phone 815/7^27-6890 

Best wishes for success in this Part C project- 



SyincereHy. 





Sherwoojfl l?ees 
AssistanTtt Superintendent 
Vocatlorail and Technical 
Edioration 




Mr. Charles L. Blaschke 
Education Tii ^^^ny Systems, Inc. 
16^^ I- NW, Suite 1213 

ir. vu,, 20036 

Dear Mr. Blaschke: 

In response to your request for two cooperative education programs 
from this State, which have developed effective and veil-documented 
procedures, the following could be contacted: 

I - Distributive Education 
Gerald F. Faherty 
Brockton High School 
Forest Avenue 
Brockton, Massachusetts 
Tele- (617) 588-7800 

II - Electrical Cooperative 
Daniel Griffin 
Charlestown High School 
30 Monument Square 
Charlestown, Massachusetts 
Tele- (617) 242-1450 



Sincerely, 




Patrlc^'j. Weagrs 
Associate Commissi 
Division of Occupational Education 

PJW/PAH/Hy-26 
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THE UNIVERSITY OF THE STATE OF NEW YORK 
THE STATE EDUCATION DEPARTMEfO 
99 WASHINGTON AVENISE 
ALBANY, NEW YORK 122IIO 




ASSISTANT COMMissrONER DIVISIOM OF OCCUPATIONAL EDUCATION SUPERVISION 

rOfI OCCUPATIONAL EDUCATION 



September 17, 2.^5 




Mr. Charles Blaschke 
President 

Education Turnkey System Inc. 
l600 L. Street, N. W. 
Washington, C. 2OO36 

Dear Hr. Blaschke: 

In response to your letter of September 10 rmfaesting the identifica- 
tion of two noteworthy cooperative education progrms in New York State, 
I recommend the following programs: 

New York City Bureau of Cooperative EducsErftion 
Ms. Renee C. Sherline, Director 
110 Livingston Street 

BrookJjrn, New York 11201 - Phone 212-596-6978 

L. A. Wilson Technical Center Coop er at iiro Program 

Mr. Ronald Floor, Coordinator 

Suffolk BOCES #3 

17 Westminister Avenue 

Dix Hills, New York 117^6 - 5l6-5^9-'+90a) 

There are many outstanding cooperative progran& in the state, but these 
have developed the most comprehensive management aaoi evaluation systems. 

I hope that this information contributes to -Hiie success of your project. 
Please share the results with me when the system i&sign has been completed. 

Sincerely, 

Dale M. Post 
Director 
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CWEUL J. PAIRC 
COMHIWIONKII 
>0CRT t. BFtUN£LLE 
KPimr £OMHIfl0IONCR 




September 24, 197S 



Mr. Charles L. Blaschke 
Education TURNKEY Systems, Inc. 
1660 L Street, NW, Suite 1213 
Washington, DC 20036 

Dear Mr. Blaschke: 

In response to your letter of 10 September 1975 to Dr. Neal D. Andrew, 
Chief of the Division of Vocational -Technical Education, requesting 
identification o£ noteworthy existing management and evaluation systems 
for cooperative education programs, I would like to nominate the 
following two programs: 



1. 



Mr. Warren Hall 
Co-op Coordinator 
Salem High School 
Salem, NH 03079 
Tel: 603-893-3515 



2. Mrs. Theresa Sullivan 
Co-op Coordinator 
Manchester School District 
88 Lowell Street 
Manchester, MH 03104 
Tel: 603-668-8882 



If I can be of further assistance to you, please feel free to contact 
me. 



Sincerely, 

Rafael S.^ Adames, Consultant^ 
Cooperative and 

Distributive Education 




sjb 

cc: Dr. Neal D. Andrew 

^Mr. Robert P. Stocking 
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ASSISTANT COMMISSIONen 
CAKCCR AND ADULT EDUCATION 



B. W. ROBINSON 




DEPARTMENT OF ELEMENTARY AND SECONDARY EDUCATION 
STATE OF MISSOURI 
Jefferson City 65101 

September 18, 1975 



Mr. Charles L. Blaschke, President 
Education Turnkey Systems, Inc. 
1660 L St. N. W. 
Washington, D. C. 20036 

Dear Mr. Blaschke: 

In response to your recent letter I am pleased to 
suggest the following two people for contact 
purposes. They are as follows: 

Mr. Richard Foster, COE Coordinator 
Ft. Zumwalt School District 
110 Virgil 

0' Fa 11 on, Missouri 63366 
Telephone No. 314-272-6620 

Mr. Robert Beaver, COE Coordinator 
Nevada R-V School District 
Nevada, Missouri 64772 
Telephone No. 417-667-3014 



We are pleased to furnish you this information. 




BWR:mcs 
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Thomas C. Schmidt, Commissioner 



September 30, 1975 



Mr, Cparles L. Blaschke 
Education Turnkey Systems, Inc. 
1660 L Street N.W. Suite 1213 
Washington, D.C. 20036 

Dear Mr. Blaschke: 

As per your request, the two individuals below coordinate noteworthy 
cooperative education programs: 

Mr. Louis Zangari 
COVEP 

Davies Vocational -Technical Facility 

Jenckes Hill Road 

Lincoln, Rhode Island 02865 

728-1500 

Mr. Elisha Moniz 

Cooperative Education Supervisor 

Hanley Vocational -Technical Facility 

91 Winter Street 

Providence, Rhode Island 02903 

272-4900 

If you have any further questions, feel free to contact this office 
at 277-2691. 



Sincerely, 




Thomas W. Stott 
Consultant 

Vocational Education 



TWS/maa 
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STATE OF MICHIGAN 




DEPARTMENT OF EDUCATION 




JOHN W. PORTER 
Superintendent of 
Public Instruction 



Vocational-Technical Education Service' 
Box 928, Lansing, Michigan 48904 



October 3, 1975 



STATE BOARD OF EDUCATION 

MARILYN JEAN KELLY 
President 
DR, GORTON RIETHMILLER 
Vice President 
EDMUND F. VANDETTE 
Secretary 
SETTA MILLER 
Treasurer 
WARfeAHA A. DUMOUCHELLE 
BARBARA J. ROBERTS 
JNORMAN OTTO STOCKMEYER, SR. 
ROGER TILLES 

GOV. WILLIAM G. MILLIKEN 

Ex'Officio 



Mr. Charles L. Blaschke 
President 

Education Turnkey Systems, Inc. 
1660 L Street, N.W. 
Washington, D.C. 20036 

Dear Mr. Blaschke: 

We have received your letter of September 10, 1975 requesting that we 
nominate Michigan Cooperative Education Programs which have developed 
effective and well -documented procedures. We have identified three 
such programs; they are: 



1 . Roy S. Lakanen 
Wyoming Public Schools 
3575 Gladiola, S.W. 
Wyoming 3 Michigan 49509 

2. Edward Petrongelli 
Muskegon Public Schools 
349 West Webster Avenue 
Muskegon, Michigan 49440 

3. Clifford Jump 

Calhoun Area Vocational Education 

Center 
475 East Roosevelt 
Battle Creek, Michigan 49017 



(616) 538-1580 



(616) 722-1602 



(616) 968-2271 



Sincerely, 

.11 

Edwin St. John 
Chief 

Occupational Skills Program 
ESJ/ilh 
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Daniel J. Evans 
Qovernor 



Washington State 
Commission for Vocational Education 



October 22, 1975 



Mr. Charles L. Blaschke 
President 

Education Turnkey Systems, Inc. 
1660 L Street, N. W. 
Washington, D. C, 20036 

Dear Mr. Blaschke: 



In response to your letter of September 10, I wish to 
identify the cooperative education programs operated in Kennewick 
and Longvievv within our state as having developed effective and 
well-documented procedures in need assessment, planning, 
management, and/or evaluation. The responsible or knowledgeable 
LEA officials are as follows: 



Mr. Fred Rexus 
Kamiakin High School 
600 North Arthur 
Kennewick, WA 99336 
Phone: (509) 783-4151 



Mr. Kent Neeley 
Longview School Dist. 
28th and Lilac Streets 
LongviQW, WA 98632 
Phone: (206) 425«5000 



#122 



AAB:mT 



Sincerely, 




Arthur A. Binnie 
Executive Director 
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„^<*_Bullding 17 — Airdustrial Park 



Olympia. Washington 98504 



(206) 753-5662 



DANIEL B. TAYLOR 
STATC SUrC«*INTCNDCNT 



October 23, 1975 



Mr. Charles L. Blaschke, President 
Education Turnkey Systems, Inc. 
1660 L Street, Northwest 
Washington, D. C. 20036 



Dear Mr. Blaschke: 



Thank you for your interest in our cooperative vocational education 
programs. Listed below are the names and addresses o£ two teacher- 
coordinators I feel will be able to assist you in your endeavor. 



I would appreciate your sharing the results of your research with 
the Bureau of Vocational, Technical and Adult Education, State 
Department of Education of West Virginia. 



Very truly yours, 

jraCATIONAL, TECHNTCAL AND ADULT EDUCATION 



Carole Heim, Liberty High School 

Route 5, Box 800, Clarksburg, W.Va. 26301 



Robert E. Byus, Boone County Career and Technical Center 
General Delivery, Danville, West Virginia 25053 




JOHN-fi. COOK, Supervisor 
Cooperative and Distributive Education 
and Work Study Programs 
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DEPARTMENT OP EDUCATION 



225 WEST STATE STREET 



TRENTON. NEW JERSEY 08625 



November 5, 1975 



Mr. Charles L. Blaschke 
Education Turnkey Systems, Inc. 
1660 L Street, N.W. Suite 1213 
Washington, D. C. 20036 

Dear Mr. Blaschke: 

In response to your request to Stephen Poliacik, Assistant 
Commissioner, New Jersey State Department of Education, Division 
o£ Vocational Education and the follow-up telephone conversation 
with JoAnn Steiger, we are pleased to nominate the attached list 
o£ Cooperative Education Programs for your project, number 498AH50102 
"Development of a System for Planning, Managing, and Evaluating 
Cooperative Work Study Programs." As I indicated over the phone 
to JoAnn Steiger, we are nominating a program from each o£ our 
cooperative education disciplines. I am sure you will find the 
programs contain the elements you are researching in the areas of 
planning, managing and evaluating cooperative education programs. 

If we can be of further assistance to you, please do not hesitate 
to call this office 609-292-6817. 



Sincerely, 




Jonn A. Wanat, Director 
Cooperative Vocationalrfechnical Education 
Division o£ Vocational Education 



JAW/lg/T674 
Enclosure 
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Nominations of cooperative education p 
are as follows: 



AGRICULTURAL EDUCATION 

Northern Burlington Senior High School 
Columbus, New Jersey 08022 
Mr. Ed Evaul 
609-298^3900 



COOPERATIVE INDUSTRIAL EDUCATION 

Hanover Park High School 
Mount Pleasant Avenue 
Hanover Park, New Jersey 07936 
Mr. Erick Schmidt 
201^887-0300 



DISTRIBUTIVE EDUCATION 

Phillipsburg High School 
675 Corliss Avenue 
Phillipsburg, New Jersey 08865 
Mr. Gene Pambianki 
201-454-3400 



grams for Education Turnkey Systems, Inc. 



BUSINESS EDUCATION 

Livingston High School 
Memorial Park Drive 
Livingston, New Jersey 07039 
Ms, Elaine Gompf 
201- 994-1550 



HEALTH OCCDPATIONS EDUCATION 

Matawan High School 
Atlantic Avenue 
Matawan, New Jersey 07747 
Mrs. Helen Dolan 
201-566-1800 



HOME ECONOMI CS EDUCATION 

Keyport High School 
Broad Street 

Keyport, New Jersey 07735 
Ms. Dorothy Spencer 
201-264-0902 



Carolyn Warner 

SUPERINTENDENT 



153B WEST JEFFERSON 
PHOENtX. ARIZONA 8S007 
27N4361 



October 27, 1975 



Ms. Jo Anne Steiger 
Education Turnkey Systems, Inc. 
1660 "L" Street, NW. 
Washington, DC 20036 

Dear Ms. Steiger: 

On behalf of the Arizona Department of Education,, i would like to 
nominate the following schools to participate in Turnkey Project 

1. Glendale Union High School District No. 2S& 
7650 North 43rd Avenue 

Glendale, AZ 85301 

Representative: Mr. Chezlaw Schmidt, (602); 934-3411 

2. Mesa High School District No. 207 
549 North Stapley 

Mesa, AZ 85203 

Representative: Mr. Al France, (602) 962-7380 

Thank you for your interest in our cooperative edaotation programs, a 
please feel free to call on me if I can be of fuxttfker assistance, 
(602) 271-5354. 




Charles M. Ardolirio, Ed.D. 
Specialist, Work Education Programs 
Division of Career and Vocational Education 



Fl/lz/10/10.24 
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COMMONWEALTH OF KENTUCKY 

^\ BUREAU OF VOCATIONAL EDUCATION 

»^ FRANKFORT 40601 

October 30, 1975 / 



Mr. Charles L. Blascuke, President 
Education Turnkey Systems, Inc. 
1660 L St. N.W. 
Washington, D.C. 20036 

Dear Mr. Blaschke: 

In reply to your request for our nomination of two cooperative education 
programs within our state which have developied effective procedures for 
planning and management of their programs, we submit the following: 

Agriculture program — Distributive Educ. program — 
Dr. L. C. Brown, Head Mr. William Gottschlich 

Department of Agriculture Teacher Coordinator 

. Western Kentucky University Newport Higjh School 

^-^Bowling Green, KY 42101 Newport, KY 41071 

Industrial Educ. program — 

Mr* Ishmael Stevens, Teacher Coordinator 
\ v^'Ashland State Vocational-Technical School 
Route 4, Box 336, Wins low Road 
Ashland, KY 41101 

Each program submitted above is unique in its procedures arid operations 
as they are not only on different levels of training and areas of training, 
but also under different administrative systems. Therefore, we are 
submitting three candidates, instead of two as requested, for your inves- 
tigation of procedures on planning, management, and evaluation of cooperative 
education programs. 

Sincerely, 



Carl F. Lamar, Assistant Superintendent 
for Vocational Education 



nsw 
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PUBLIC SCHOOLS OF THE DISTRICT OF COLUIfflHIA 
Division of Career Development Programs 
Presidential Building 
415 12th Street, N. W. Suite 1001 
Washington, D, C. 20004 



Mr. Charles L. Blaschke, President 
Education Turnkey Systems, Inc. 
Corporate Headquarters 
1660 L Street, N.W. 
Washington, D.C. 20036 

Dear Mr. Blaschke: 

Congratulations on being named the recipiem: of the grant award 
for the Commissioner's Part C of the Vocational Eflacation Act of 1963. 
We wish to commend your staff and that of Steiger^ Fink and Smith for 
submitting a meritorious national priority propoCTOQ, "Development of 
a System for Planning, Managing, and Evaluating tCaxaperative Education 
Work Study Programs." 

We are keenly interested in the status and prrogress of this re- 
search effort and would like to discuss the projetrtt and its implications 
for the local administration of our cooperative eflacation work study 
components. Dr. David White, Director of Program Planning and Super- 
vision of this staff may be contacted to arrange aitaiss ion date. 

Again, congratulations, and much success to in this endeavor. 



OTHO e, JONES 



ASSISTANT SUPERINTENDENT 



September 17, 1975 



Sincerely 




Otho E. Jones // 
Assistant Super inttendent 



OEJ/JHC/sc 





f Slate of Wisconsin \ BOARD OF VOCATIONAL, TECHNICAL & ADULT EDUCATION 



EUGENE LEHRMANN 
State Director 



4802 SHEBOYGAN AVCnUC 
MAPISON, WISCONSIN 93702 



September 25, 1975 



Ms. JoAnn M. Steiger 
Mr. Charles L. Blaschke 
Education TURNKEY Systems, Inc. 
Corporate Headquarters 
1660 L Street, N. IV. 
Washington, D. C. 20036 

Dear Ms. Steiger and Mr. Blaschke: 

I have referred your request of September 10, 1975, to 
ffr. Ruel Falk, Director of the Bureau of Career and Manpower 
Development, Department of Public Instruction, 126 Langdon 
Street, Madison, Wisconsin 53702. 

Under agreement with the Department, they administer all 
cooperative education monies under the 1968 M^^Kiments. 

Sincerely, 



Donald M. Brill 

Assistant State Director 
Community and Manpower Education 

EMB:pjr 

cc: Ruel Falk 
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WYOMING PUBLIC SCHOOLS 



VOCATIONAL EDUCATION OFFICE 

ROGERS HIGH SCHOOL 
1351 Buckingham, S.W. 
WYOMING, MICHIGAN 49509 



November 1975 



Mr« Charles L» Blaschke^ President 
Education Turnkey Systcna^ Inc. 
1660 L Street, NW 
Washington D.C. 20036 

Dear Mr. Blaschke : 

I recently received comnnmication froEm Edtein St. John, 
Chief of Occupation Skills Programs, Michigan Oepartaent of . 
Education, Vocational Education Services, regarding Project 
No. U96AH50102 titled ^'Development of a System fbr Planning, 
Managing, and Evaluating Cooperative Work^Study Programs". 

I have begun to collect and write the loaterials and infor* 
laation requested in the project format. I have established 
a coi!q>letion date of December 15* 1975 to subnit the information 
to you. 

If this time schedule does not meet yoxir naads, please 
advise. Ks correct telephone number is (616) 538-U200. 



Sincerely, 




J 




Roy S. Lafcanen, Director 
Vocational Education 
Wyoming Public Schools 



RSL:paf 
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APPENDIX B 



EXEMPLARY PROGRAMS 
PROJECT MANAGEMENT 



BOARD OF EDUCATION OF THE CITY C" NEW YORK 
110 Livingston Street Brooklyn, New York 11201 



PRESIDENT: Seymour Lachman 

VICE-PRESIDENT: James F. Regan 

MEMBERS: Isaiah E, Robinson - Murry Bergtraum 
Joseph Monserrat ' 

CHANCELLOR: Irving Anker 



OFFICE OF HIGH SCHOOLS 



EXECUTIVE DIRECTOR 

Samuel Polatnick 

ASSISTANT SUPERINTENDENTS 

James Boffman 
Bertha Gordon 
Phi 1 Ip Groi sser 

Roxee Joly 
Abraham Wi In^er 



BUREAU OF COOPERATIVE EmJCATION 
Renee C. Sherline - Director^ 



EKLC 
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C, Resposnslbil ities of the Coontdinator 
1. Administration of the Program 

Administrative Responsibf 1 1 ti es to the Cooperative Education Bureau 

a. Attend monthly meeting of Coordinators at the Board of Education 

b. Attend meetings with the Borough Coordinator 

c. Submit records and reports in accordance with dates specified in 
mont+ily Cooperative Calendar. These include: 

(1) Monthly Report (Form ]) 

(2) Monthly Cooperative Education Attendance Report (to school 
secretary) (Form 2) _ 

(3) Summer and Annual Earnings Reports (Forms 3 & 4) 

(4) Annual Dnop-Out Report (Form 5) 

(5) Preparation of Rating Slips for each student in duplicate. (Form 6) 

(6) Preparation of Graduate Slips in duplicate (Form 7) 

(7) Preparation of a Change-of-S tatus card, filled in completely, 
for resignations, discharges, job terminations, returning to 
regular school program, and graduates. (Form 8) 

(8) Roster of employed Co-ops, to Central Office (Form 9) 

(9) Any other reports due on the dates specified in the monthly 
calenda r, i.e. commencement information, estimated regi ster^ 
etc, (Form 10) 

d. Make supervisory visits to industry as directed by the Central 
Office, and submit report. (Form 11) 

e. Requisition materials from the Central Office, i.e., brown 
envelopes, introduction forms, profile sheets, and change of 
status cards. (Form 12) 

f. Consult with your Borough Coordinator regarding individual place- 
ment problems. 

g. Do not contact employers in private industry . Whenever a problem 
arises contact the staff coordinator in charge of that account. 
Civil Service offices may be contacted directly. 

Administrative Responsibilities Vi^lthin the School 

Principal and Assis:taint Principals 

a. Consult the adnrnni st ration concerning school schedules for 
Cooperative studsnts (*'A" Co-ops may be in school dtiiiring the 
ffrst week of tbe term. Generally, there is a 1 ore^.. tuomeroom 
period. When th^ '*B'* Co-ops arrive the fol lowing^ week, the 
saTTie time must be afforded the offi cial teacher tc organize 
rt^is ^roup.) 

b» Sjuggest to Assistant Principals (Supervision) teacbers who will 
relate well to Co-ops. 

c. Involve the Assistant Prtinclpals (Supervision) iTTthe program 
and request that: they rec£>mmend potential Co-opsirfrbr the 
following term. This is fispecisclly helpful in tBs business 

a rea . 

d. ,^ Discuss with Assistant Principals (Sopervision) :z2irricular 

modifications based on current 1:echnliques and trstds in 
industry. Relay information gaEined from your viisits to 
"'industry'^ " " 
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e. Invite the Assistant Principal (Supervision, Business 
Department) to special Co-op happenings to increase 
awareness and acceptance of the Program. Arrange with 
this Assistant Princiipal for electric typewriters for 
Co-op students. 

f. Arrange with special advisors and official teachers to 
repeat weekly announcements to Co-ops. In special cases 
such as senior photographs, etc. the advisor should make 
arrangements to accommodate both groups. Follow up to 
see that this is done. 

g. Plan with the administration a procedure for issuing bus 
passes to al 1 Co-ops. 

h. Advise the administration of "success -stories" of Co-ops 
and their accomplishments as evidenced by a good rating 
Slip. Publicize the Program through bulletin boards, 
school newspapers, brochures and periodicals. 

I. Plan periodic term calendars for distribution to homeroom 
teachers, subject teachers and co-op students. 

Program Committee 



with this committee the programming of Co-ops: 



Plan 

(1) Subjects 

(2) Periods 

(3) Rooms 



Guidance Department 

a. Attend Guidance meetings regularly. 

b. Advise counselors and grade advisors that you will review 
records of possible Co-ops. Seek referrals from them. 

c. Acquaint the guidance staff with the eligibility require- 
raents, opportunities and purposes of the program and gain 
thei r support. 

d. Provide each grade advisor with a copy of the Cooperative 
Education Student Handbook. 

a. Advise Deans that you v.ill handle discipline problems of 

your Cooperative students, 
i" Enlist their aid when help Is needed. 

2^ Submit list of prospective Co-ops to*Deans. They may hay- 
confidential information aboat a student which ernes not 
appear on the permanent reco.-rd card. 

Attendance Coordinator 

a. Obtain dally absentee list from the official teacher 

Telephone the homes of absentees to ascertain r^son for 
absence. 



b. 
c. 



Request that student bring a note from home explal minq 
absence. ^ 

?55J^?lI_lhaL^ltMent^^^ -you J.f_-tfaey-a re~l 1 1 , tAe-rdw 

encouraging good habits and establishing a psetem foiT 
absences from work. 
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d. Collexsu "Attendance in Industry" slips each Monday, and 
enter attendance in the roll book according to school 

policy. (Enter a if present duriTig work week.) (Forms 13 & 14) 

e. FolIcHV up missing ''Attendance in industry" slips: 

(1) Interview each student who fails to submit an 
"Attendance in Industry" slip on .ttonday morning, 

(2) Ascertain reason for failure to sosbmit slip on 
t ime« 

(3) If this is the first offense, mora than likely a 
personal i nte rview will produce resul ts . If 

this pattern continues, more drastic measures must 
be taken. 

(a) Home contact 

(b) Sending student to the employer- to obtain 
slip after school 

(c) Record negligence in returning "Attendance 
in Industry" slip on the report card for 
the specific marking period. 

(d) Withhold final report card until all slips 
have been presented. 

Health and Physical Education Departm ent 

a. Arrange for physicals with this department forw>rking papers. 
(See section on Processing) 

b. Review health records for limited Co^op pi acement . 

c. Contact physical education and health teachers to stress grooming 
and personal hygiene. 

d. Make arrangements with Assistant Prirrcipal (Supervisor of this 
Department) for a project for Co*ops who have not rnet Physical 
EducatioFTor Health Learning requ i reinents . 

Art and MuSi^tc Departnients 

Make arrangraients with the Assistant Principals (Supervision) of these 
departments Trbr Music and Art projects or for the prograim\m of these 
subjects for Co-ops who have not met the requiremKnts . 

Homerooi^f Teachers 

RecoOTKisir: off icial teachers for Co-op classes. 

a. Ke^ai :^ne official teacher well informec of Co-op s^chedtris. 

!)• Insi: :=ict official teacher in procedures which differ from a normal 

official class. Ex; school calendar, roll books, "A'* aTi:d *'B'* rosters, 

etc. (itrmis 15 & 16) 
~c. Assist thB official teacher with records of Co-op students. 

Subject Teachers 

a. Discuss with the subject teacher the imp:artance &f tim Zo-op program 
and how meaningful it is to our Co-op stude:nts. Work experience 
shouici be correlated with schooJ instruct ion > 

Kee© teachers cx^nstantly aware of the value of drawing ^pon students* 
expsiriences on tte job as a moti vat ior and enricknent lisrr instruction. 

C > HaTTdil e d i s:c i p 1 frre p rob 1 cms which arisr. i„n_ thj^^^ji^Xe^^^^^ — 

SuDggest curri cu limn changes that will particularly helpful to Co-op 
stodents. Rel ay xel evant information gained in your visits to industry. 
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e. Advise these teachers of Co-op schedules for term examinations 
city-wide exams, collection of books, distribution of reoort 
cards, etc. *^ 

f. Arrange to meet with the recitation teachers once a term. 
Heads of Specia l Programs 

Srr^ Coordinators of Special Programs for referrals of students 
who have been successful in their programs (i.e. mini-school, STEP 
program) nnd have not been returned to regular school. 

Parent Groups 

^' thT^^ZTJ"^^ ^""^ conimunity to acquaint them with 

b. Invito parents of "aew recruits" to your orientation meeting. 
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(Form 1) 



BOARD OF EDUCATION OF THE CITY OF MEW YORK 
COOPERATIVE EDUCATION BUREAU 

no Livingston Street 
Brooklyn, New York 11201 



MONTHLY REPORT 



DATE: 

TO: Cooperative Education Bureau, Room 237M 



FROM: 

(Name of School) 



FOR THE MONTH OF 



19 



1. Number of students employed in industry (A £ B) 

2. Number of unplaced students (A & B) 

3. Total enrollment in the program (Total of I & 2) 

h. Gross salary for students working this month $ 



COORDINATOR'S SIGNATURE 



PLACE IN MAIL BY THE END OF THE FIRST WEEK OF THE 



MONTH 
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(Form 2) 



BOARD OF EDUCATION OF THE CITY OF NEW YORK 
110 Livingston Street 
Brooklyn, New York 11201 

COOPERATIVE EDUCATION BUREAU 

MONTHLY COOPERATIVE F DUCATION ATTENDANCE REPORT 

Period^ ^Ending 



Grade 


Col. 1 

Register 


Col. 2 
Total no. 
of days 
In period 


Col. 3 
Total attend, 
work and 
schoo I 


Col ^- if 
Total attend. 

non-schoo 1 


Col. 5 

Total 
col umns 
3 6 h 


11 


30 


20 


592 


12 


600* 


12 




20 


785 


12 


797 



GENERAL INSTRUCTIONS: 



I 



PROVIDE YOUR SCHOOL SECRETARY IN CHARGE OF ATTENDANCE 
WITH THE TOTALS IN COLUMN 5 FOR EACH GRADE. 

2. RETAIN THIS COPY IN YOUR FILE FOR FUTURE REFERENCE. 

3. HAKE SURE THAT COLUMN 5 DOES NOT EXCEED THE TOTAL 

OF COLUMN 7 ON REPORT OF SD 1001 WHICH THE ATTENDANCE 
CLERK HAS ON FILE. 

SPECIFIC INSTRUCTIONS; 

COL. 1 - Register include-, both "A" & "B" cooperatives, and must 
conform with figures in school report (attendance 
secretary.) 

COL. 3 - Multiply column 1 by column 2. Subtract absences. 

COL. A - Attendance of students who worked on days when schools 
were closed, ex. Election Day, Columbus Day, day after 
Thanksgiving. 

COL. 5 *This total connot exceed 600 for grade II and 800 for 

grade 12 because these numbers represent 100^ attendance 
for the nxjnth. 
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(Form 3) 



COOPERATIVE EDUrATIQN BUREAU 



SUMMER EARNINGS REPORT . 197 



(Includes months of July and August, and days in 
September preceding the opening of school) 



Total Earnings of Cooperative student: 



COOPERATIVE COORDINATOR" 
SCHOOL ■ — 

"datT — ■ 
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, (Form A) 

GIVE A COPY OF THIS REPORT TO YOUR PRINCIPAL, ASSISTANT 
PRINCIPALS, AND GUIDANCE COUNSELORS. THIS IS GOOD 
PUBLICITY. 



COOPERATIVE EDiUCATION BUREAU 
ANNUAL EARNINGS REPORT 
SCHOOL YEAR 197 - 197 

SUMMER 
FALL TERM 
SPRING TERM 
TOTAL EARNINGS 



$. 

$. 

$ 



COOPERATIVE COORDINATOR 



SCHOOL 



DATE 



a 
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INDIVIDUAL SCHOOL DROP-OUT REPORT 



(Form 5) 



NOTE: THIS FORM WILL BE SENT TO YOU FROM THE CENTRAL OFFICE, 
A PARTIAL SAMPLE IS FILLED IN BELOW: 



SCHOOL 



DATE 



COURSE 



REASONS 



Sept. 



Regi step at 
beg! nning 
of month 



75 



Added 



Dropped 



Trans . 
to Reg 
Program 



1 



Trans* 

Other 

School 



Eveni ng, 
S, S. 

D i p 1 oma 



Marriage 

or 
Services 



ACTUAL 
DROP- 
OUTS 



Oct. 



7^ 



Nov. 



73 



Dec* 



Jan. 



TOTALS 



Feb. 



March 



April 



May 



June 



TOTALS 



Annual 
Totals 



REPORT OF ACTUAL DROP-OUTS BY MONTH ;- 
Month Name cf Student 



Reason 



: * For January and June, put In new coops added to course. 
;** For January and June, list number of graduates. 
^ Columns ^ to 8 should equal Column 3. 



NOTE: 



(Form 6) 



lul ^V^^ ^^"-^W IS THE FORM USED BY EMPLOYERS TO RATF 

THE COOPERATIVE EDUCATION STUDENTS. ^fih^LUYERS TO RATE 



THESE FORMS ARE MADE OUT IN DUPLICATE 
GIVEN TO YOU IN THE MONTHLY CALENDAR.' 



FOLLOW INSTRUCTIONS 



WHEN THESE RATING SLIPS ARE RETURNED TO YOU YOU SHOMI n rn 

RECOROFn nM TMr Loi?^' STUDENT'S GRADE SHOULD BE 

heading" ?VORK^XPER?InCE^^ ''''''''' ^^^-5^0 UNDER THE 



RATING SLIP 
COOPERATIVE EDUCATION BUREAU 



_Mary Sones 



SCHOOL. 



Theodore Roosevelt 



DATE Fall 1Q73 

A 



- WORK WEEK . 



A B C Company 



1. COURTESY 

2. COOPERATION AND LOVALTY , 

3. WILLINGNESS TO WORK .... 
•4. ATTEnOANCE 

REMARKS ^ 



5. APPEARANCE 

6. ABILITY TO FOLLOW INSTRUCTIONS. 

7. JOB PERFORMANCE 

•8. PUNCTUALITY 



TO B£ RATED ON A SCALE Of 1 TO 5 



• ATTENDANCE 

NO ABSENCES z % 

2 ABSENCES = 4 

3 ABSENCES z 3 

4 ABSENCES z 2 

5 ABSENCES :: 1 



^EXCEPTIONAL 
_ABOVE AVERAGE 
-AVERAGE 
-BELOW AVERAGE - 
-EXTREMELY POOR 



• PUNCTUALITY 

HO LATENESS : 5 

2 LATENESS = 4 

3 LATENESS = 3 

4 LATENESS = 2 

5 LATENESS - 1 



-FAILING 



ANY CONSECUTIVE ABSENCE SHOULO BE COnSiOERED AS ONE ABSEnC£. 



SUPERVISOR'S 5ISNATURC 



70M 3.73 



STUDENTS SIGNATURC 
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(Form 6 A) 



The gight items on the reverse side are totaled and the numeric grade on 
the right side of the guide scale is used as work experience grade on the 
student's permanent record. 



BOARD OF EDUCATION OF THE CITY OF HEW YORK 
Bwr«au of Cooporotlvo Education 
110 Livingiton Stro^t 
Brooklyn, Now York 11201 

GUIDE iCALE FOR INTERPf?ETATIOH OF RATiHC SLIPS 



Torol of "8" 
Itomt on Roting Slip 


Stv^t'i Mork 


40 


100 


39 


98 


38 


96 


37 


94 


35 36 


92 


33 34 


90 


30 ^ 32 


65 


28 29 


80 


24 27 


75 


'23 


70 


20-22 


65* 


15- 19 


60 


10-14 


55 


5- 9 


50 



^Minimum posting grodo. 



NB If you wish, euparvliori may odd commonti rogofding o 
studont's ovor^oll odjuitmeni on the job. 



43 ™ 



INSTRUCTION; PREPARE ON 3 X 5 SLIPS IN DUPLICATE 

GRADUATE SLIP 



(Form 7) 



LAST NAME, FIRST NAME 
NAME OF HIGH SCHOOL 

NAME OF FIRM 
ADDRESS OF BRANCH 

ex. Dept. of Hosp i ta Is-Morr i san i a 
Alexander's - Rego Park 

Date of Graduation Rehearsal 
Date of Commencement 



A or B 



INSTRUCTION; 



(Form 8) 

THIS CHANGE-OF-STATUS CARD SHOULD BE USED WHENEVER THFftF 
IS A CHANGE DUE TO A TERMINATION, RESIGNATIO^ ^NSF^^^ 
TO REGULAR PROGRAM, OR DISCHARGE IF THE CARD ifMAILED 
TO YOU FROM THE CENTRAL OFFICE, CHECK THE APPROPRIATI^ 
LINE AND SEND IT TO THE CENTRAL OFFICE BY RETURN MM 
IF YOU KNOW THAT A STUDENT IS BEING DISC^aS Sr^Er' 
MINATED, MAKE OUT A CARD AND MAIL IT jo ?2e f^A^f COORn. 

ArpR:;;?EZ^^s" - - '"rL- 



STUDENT James, John CIRCLE ONE 

^^^OOL George Washington 

DATE 



,6/1/73 



CHECK ALL APPROPRIATE LINES 

^Terminated from job 

Resigned from j'ob 



_Unp laced 
Graduated 



_Remaining in prog. 
_Ret., to reg. sch. 
_Discharged from sch. 



CLEARED BY 



ERIC 
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(Form 9) 

BOARD OF EDUCATION 
OF THE CITY OF NEW YORK 
110 Livingston Street 
Brooklyn, N. Y. 
11201 

INSTRUCTION: THIS FORM IS PROVIDED BY THE CENTRAL OFFICE. 

COOPERATIVE EDUCATION 
Roster 



SCHOOL: 



NAME OF STUDENT NAME OF FIRM 



JOB 



WORK WEEK 



(Form 10) 



INSTRUCTION: ^ ,3,,^,, ^^^^^^ ^^^^ 



BOARD OF EDUCATION 
10 Livingston Street 
Brooklyn, N. Y, 



Date 



SCHOOL 



■gOQPE MJ'VE EDUCATION 
PROGRAM 



E^r^ted register for school year Se^te^ber 



Coordinator 



THIS REPORT MUST BE IN THE CENTRAL OFFICE NOT LATER THAN 
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(Form 11) 



BOARD OF EDUCATION THE CI¥Y OF NEW YORK 
110 Livingston Street 
Brooklyn, New York 11201 

COOPERATIVE EDUCATION BUREAU 



INSTRUCTION: KEEP ONE COPY FOR YOUR RECORDS. MAIL PROMPTLY TO THE 
STAFF COORDINATOR IN CHARGE OF THE ACCOUNT. 

SCHOOL COORDINATOR'S REPORT ON SUPERVISORY VISIT TO INDUSTRY 
(To be prepared In duplicate) ~ 



Date of Visit 

FIRM: 



ADDRESS: 

STUDERES' NAME JOB 



Coordinator's evaluation of firm, jobs, training, etc. 



B. Matters to be followed up by school coordinator. 



C. Matters to be followed up by Coop" office. 



Coordinator 



School 



I. 
2. 

3. 
A. 
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NOTE: 



ANTTCimE YOUR SUPPLY NEEDS AND SEND TO THE APPROPRIATE STAFF 
COOP^hmTOR AT THE CENTRAL OFFICE. MKKKOKRIATE STAFF 



(Form 12) 



Coordinator 



BOARD OF EDUCATION OF THE CITY OF NEW YORK 
110 Livingston Street 
Brooklyn, New York 1 1201 



COOPERATIVE EDUCATION BUREAU 
Room 237 M 



School 



SUPPLY REQUISITION 
FOR 197 



Quantity 
On Hand Needed 



1 . Arithmetic Tests 

2. Arithmetic Answer Sheets 

3. Contract Forms 
^. Brown Envelopes 

5'. introductory Form (Referral Slip) 

6. Attendance in Industry Slips 

7. Monthly Report Forms 

8. Rating Slips 

9. Student Record Forms 



COMMENTS: 



Staff Coordinator 
Cooperative Education 

NOTE: When ordering the above please order for your present needs only. 
^ Thank you for your continued cooperation. 
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(Form 13) 



INSTRUCTION: THE ATTENDANCE IN INDUSTRY FORM SHOULD BE DISTRIBUTED EVERY 
FRIDAY OF THE SCHOOL WEEK AND SHOULD BE COLLECTEU EVERY 
MONDAY OF THE SCHOOL WEEK. THE COORDINATOR SHOULD RECORD 
THE ATTENMNCE IN THE ROLL BOOK AND ALSO ON THE ATTENDANCE 
RASTER FORM. REMEMBER: IF A STUDENT IS ABSENT ON AN Y DAY 
TURING THE WORK WEEK, THE ABSENC E SHOU LD BE RECORD EDTw/al. 

IF PRESENT THE ENTIRE WORK WEEK, } w/ \ . 

FOLLOW UP ABSENCES, LATENESSES OR "REMARKS" WITH A PERSONAL 
INTERVIEW. 



BOARD OF EDUCATION OF THE CITY OF NEW YORK 

OFFICE OF THE SUPERINTENDENT OF SCHOOLS 

COOPERATIVE EDUCATION BUREAU 
ATTENDANCE IN INDUSTRY 



Nome of Pupil. — — Offic. Cl- 

W«ek of__ . School — 



Mon . To*» Wed __; Thurs Fri Sot. 

Remark s:^ ■ 



Indicote: Abs. =obsen;; d.o. = Doy off; / = present; L = lote 

Supervisor's 

Firm Si9no1ure_ 



Address . 



MUST BE TURNED IN ON MONDAY OF YOUR SCHOOL WEEK 

4 38 COED 0 3 200M 4/7 2 «^^».134 
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(Form is) 



INSTRUCTION: THE COORDINATOR SHOULD MEET WITH THE OFFICIAL TEACHERS 
TO DISTRIBUTE THIS BULLETIN AND GO OVER IT WITH THEM. 
HELP THEM SET UP THEIR ROLL BOOKS ACCORDING TO YOUR 
INSTRUCTIONS. MODIFY THIS BULLETIN IN ACCORDANCE WITH 
THE PRACTICES IN YOUR SCHOOL. 

SAMPLE 



BULLETIN TO TEACHERS RE CO-OPS 



Bulletin No. 1 



To Official Teachers of Cooperatives: 

Thank you for your willingness to work with and for our Cooperative 
group. The interest you have shown so far indicates your desire to serve 
these students wholeheartedly. 

Since these students attend school every other week, you will receive 
special instructions from time to time which may differ slightly from 
a^ou?'[hem'°" " important that I receive certain information 

th. beginning of the term is generally a hectic period since many of 

n^trL?-" ^'■^"P ""^ y^"'- guidance and 

instructions. Listed below are special instructions and suggestions: 

I. Your roll book should be set up so that Groups A £ B are separate. 

^" attendance for work week by a fTT^I . If absent, 1^71 

snould be recorded. — ' * ■ 



3. 



dav hnt H f""" P'""^ ""^'^ ^"-"d school every 

An^'.nn^L'S f.Jn ^1^^°"^ during their regular school week (A or B). 
w" k '^i / H '^'""^^ ^"'•'"9 "A" week. During "B" 

Service ^ ^a,^"fg"-d office within the school as a 

Slio on fit:. / =t;;denf-should be given an Attendance in Industry 
thlf Tf t l ^ ''^^^^^ "^^^^ Attendance may be handled like 

that of a s udent who is working on a regular cooperative job or 
alternatively student may be required to report to official class daily. 

A. Some students will report to the Board of Education for job placeme^nt 
on regu ar school days. These students are not to be L'rked absent 
You will receive regular notification from me when this occurs 

^* ltt^'nl''n;^r;;""'".^"''rr '^'P' ^ ^^^^^ the student's 

attendance at work. They are to be distributed on Friday before the 

TrnrTf.l lected on Monday after the work week. After you have 

recorded the work attendance in the roll book, please out the 
"Attendance-in-lndustry- slips in my mail box. 

6. Money for bus tickets must be collected a week in advance. 
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(Form 15 - cont«j| 



7. I am available in Office during periods 

I shall be happy to assist you and the students with any problems. 
Please discourage students from leaving their classes to see me. 
Have them put their problems in writing, and place the slips in'my 
mail box. I will send for them as soon as possible. This procedure 
will minimize loss of instruction. STUDENTS MAY NOT BE EXCUSED 
FROM SCHOOL EARLY TO PICK UP PAY-CHECKS. 

8. Students may not be excused from work for any purpose except Regents 
examinations 1/2 day of graduation rehea rsal, and commencement. An 
individual slip must be prepared for each student to submit to the 
employer two weeks in advance of these dates. 

9. I check the roll books daily and often make home phone calls. A 
notation will be made in the back of the roll book. 

Once more may I thank you for your assistance. Please feel free to 
consult with me whenever the need arises. 



Cooperative Coordinator 
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DUTIES OP PERSQNfJRT, 

A, Teachers 



!!??hn^ fr^;? . °^ instructional content and activity are included 

fiTS TlJ^^"^ ^-school Phase of the Industrial Cooperative EducatJon 
(I.C.E ) program. One type of content and activity is directed towaS 
?"Sed"?o MS ^^!f-*/i--- -th infonnation and experien':' S^^cally 
IS ieprese^ied°!.^Mn industrial career objectives 

JT^r r ^ S^°^P °^ I-C.E. enrollees, it is necessary 

to involve various specialized teachers in the process of providing ?he ?Sl 
ex^^r °t r'""'? technical infonnation and e^eriences reqSJedf For 
S?ri:;e seve'rar?'? ? ^^"^ Industrial Education teacher on ihe sLff 

Sint?? LT I'n'l' enrolled in his classes. After being 

J- ^lnll t te^^her/coordi^ator, it will be the responsibility 

eLe^?en.!!^°^'''! ^ ^"^^^^ ^""^ «"^°llees vdth infontatSn Sd 

Ses ?he oS^r ^^^^^^^^^^ ^^^-ted to their respective career objec- 
thrt.t«T L ! 1^! °^ instructional content and activity included within 
i??h^i ^-school phase of I.C.E. serves to provide each student/leaSer 
SderS S'^be r*'' ^ acquainted with numerous general topics Sn! 

J- ^ i^rtance to all workers in industry. This important 

part of the xn-school phase of I.C.E. is conducted by the tekcher/coorSSS 

Portion S^Ai .'r?"^''''^".*'^^ ^^i^^ con:prise a saJIeS 

portion of his total responsibility as an I.C.E. teacher/coordinator. 

B, Teacher/Coordinator i 

Se^?ndui?^i!? Snnf^?^" responsibility for classroom instruction cited above, 
r^S^.,. i if Coopeative Education program teacher/coordinator performs 

8^~follo:^°' '''''''''' "^'^^ — ^ ^-^^ cate- 

Identifies and Selects Program StudentAeamers 
Describes the program to students 

Works with teachers, guidance counselors, administrators 

Provides occupational information 

Gathers information on students 

Schedules programs for student/learners 

Counsels student/learners and their parents 
Assists studentAeamers \ri.th career planning 
- Identifies and Selects On-the-Job-Training (O.J.T. ) Stations 
Enlists participation of cooperating employers 
Identifies suitable training stations for each student/learner 
Orients employers, training supervisors and co-workera 
Prepares students for Job interviews 

ttati^ns^*'''^^"*'^^*^'^^''^ ^ placement in on-the- Job^training 



Prepares and processes training agreements 



- Insures that Various and Progressive Training is Given in O.J.T. Stations 
Establishes responsibilities for those involved in O.J.T, 
Assists in the development of training plane 
Consults with and assists the training supervisors 
Maintains emphasis on training 

Deteimines and implements mode of evaluating progress of student/learners 

• Coordinates the In-School Related Technical Instruction with the O.J.T. 
Activities •V.J.. 

Determines needed instruction by conferring with in-school teacher 
and with O.J.T. supervisor 

Advises those concerned how to compliment and supplement one 
another's efforts 

Appraises outcomes and makes adjustments as necessary 
Assists StudentAeamers to Make Personal Adjustments 

Advises student/learners as regards correction of poor personal habits 
Counsels those with socio-economic problems 
Assists those with educational problems 

Attempts to resolve behavioral problems for those so affected 

Assists StudentAeamers to Adjust to the "World of Work" ' ^ 

Assists student/learners with problems which arise in the O.J.T. 
situation 

Confers with training supervisors regarding "adjustment" problems 
Evaluates the student/learners progress in the O.J.T. situation 
Accomplishes Administrative Activities 

Develops localized program objectives 
Conducts necessary surveys 
Works with program advisory committee 
Plans and develops curriculum 
Communicates school policy 
Prepares reports 
Prepares budget requests 
Participates in professional meetings 



Directs StudentAearner Club Activities 
Sez*V68 as club advisor 

Guides club members in planning and organizing activities 
Participates in club group activities 
Evaluates Program Processes 

Determiiies what needs to be evaluated - 
Detennines vho should do the evaluating 

Determines the most feasible means of accomplishing the evaluation 
Prepares th3 evaluation instruments 
Activates the evaluation procedure 

Adjusts program pxx^cesses as necessary in accord with results of 
evaluation 

— Maintains Good Public Relations 

Relates within the school and the school community 

Cooperates with the industrial community 



VI* PROVISION FOR SPECIAL COI^EMSATION FOR imCHEIR/COORDINATOR 

A. Pre->School->Year Service 

Provision will b^ made by the Board of School Directors to employ each 
Industrial Cooperative Education teacher/coordinator for twenty full days 
each summer prior to the beginning of the school year. Each teacher/coordi- 
nator will be paid his regular daily rate for each of the twenty days. The 
primary task to be accomplished during the twenty-day, pre-school-year period 
is to arrange for placement of each program student/leamor in an on-the-Job- 
training station commenstirate with liia career objective. To accomplish this 
task, the teacher/coordinator will interview numerous potential employers and 
he will advise and counsel each student/learner and his parents. 



Bt Local Travel Allowance 

Provision will be made for each Industrial Cooperative Education teacher/co- 
ordinator to receive reimbursement for the expense of operating his privately 
owned automobile in connection with the Industrial Cooperative Education program. 
Reimbxirsement will be a per diem function of a flat monthly rate, and will be 
paid once a month during the regtaar school year and during the period of pre- 
school service. 

In order to be reimbursed, each month the teacher/coordinator must fill out a 
Reimbursement for Transportation Expense card. The sample card, which is 
illustrated, shows what items must be filled out on the card. He must check 



57 




VICTOR E. LOWMAN 

Associate Supcrintendvnt 

RONALD C. MURPHY 
Asfistent Sup«i|nt«nd«nt 

ROBERT P,CHRISTENSEN 

Administretor of Personnei 

CZESIAW T. SCHMIDT 
Adminrstra(or of Career and 
Vocational Programs 

PETER M. ALTIERi 

Administiotor of Health, Phyvicrt! 
Education* and Achletics 

GERALD E. GEOI^GE 

Administrator of GEMS 

JOHN W. IP'JC^IN 
Administ/ator of Curriculum 

EDWARD T. COSPER 

Adminitftrator of Paciltty PlanninQ 

DAVID C. ROELS 
Director of Special Education 

JEROME C. NORRIS 
Director of Buildings and Grounds 

CHRISTINE L. FEDERICO 
Director of Pood and Nutrition 

JOHN E. STENWALL 
Dirtctcr of PurcKasing and Inventory 

WAYNE W. BOTKIN 

Business Manager 

FREDERICK L. WHITNEY 
Director of Research and 
Dftba Processing 

MARGARET T. BEEBE 
Director of Communications 



SLENDALE UNION HIGH SCHOOL DISTRICT 
ADMINISTRATIVE CENTER 

7620 North 43rd Avanue 
GLENDALE, ARIZONA 85301 

TtUphont: (602) 934.3411 

WILLIAM L. JONES, Superintendent of Schools 
November 25, 1975 



DISTRICT 
HI©H SCHOOLS 

Apollc 
Corte2 
Givndala 
Gr«*nway 
Indapandcnca 
Moon Valley 
Sunnytlopa 
Thunderbird 
Washington 



Charles L. Blaschke, President 
Education Turnkey Systems, Inc. 
Corporate Headquarters 
1660 L. Street, N. W. 
Washington, D. C. 20036 

Dear Mr. Blaschke: 

Mr'. Chezlaw Schmidt, Administrator of Career and Vocational 
Education, Glendale Union High School District No. 205, has 
asked me to furnish you the information and materials requested 
in your letter of November 3, 1975. 

As Teacher-Leader of Careers and Vocational Education, I am a 
member of the Glendale Educational Management System, which is 
responsible for an approved ESEA Title III project, " a 
comprehensive accountability system for a school district". 

The purpose of the project is to provide a systematic process 1 
for effective planning, implementing, monitoring and evaluation) 
for all aspects of the educational program with cooperative 
relationships among the general public and various segments of 
the educational enterprise. More specifically, to provide 
effective communication and decision making and to improve 
instruction and student learning. 

This project is in the second year of its efforts to achieve 
Intensive evaluation of the top priority learner goals and 
general evaluation of the remaining goals of the Glendale Union 
High School District, as well as evaluation of achievement of 
each local school's learner goals priorities. The documents 
which. I am sending are extracts from this project as they relate 
to Cooperative Education. The materials I am enclosing are those 
which I feel most accurately meet your request. These documents 
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•••BOARD OF EDUCATION ••. 

»<ib.„, M.D., P«.M«,. RleK.,d D. SMpl^, CI.* . Ann. Schvl., M.mb,, Go^ Wagnar, Mamba, A^old H. Rovay, M-b., 



November 25, 1975 
Page 2 



are not complete, as this project is on-going and you 
may have additional questions. 

If you have questions, please call me at (602) 934-3411 
Sincerely, _ 




Joha^, (Jdctj -Barrv-^Jr . 
Teacher-Leader vJ> 



Career and Vocational Education 
End (3) 

cc: Charles M. Ardolino 
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Work Education 
Program 



MANAGEMENT SYSTEMS 



Systems Document 
PD 



SUBJECT: 
QUALIFICATIONS; 



RESPONSIBLE TO: 
FUNCTION: 



Position-Description for Vocational Coordinators 

1. • A Bachelor's' degree from an accredited college or 

university. 

2. Holds valid Vocational Coordinator Certificate in 
Arizona. 

3- Completion of appropriate course work in coopera- 
tive education with emphasis on particular 
diCipline. . — 

•4. Appropriate teaching experience. 

5. Appropriate work experience. 

The Local Principal 

To plan, develop, manage and implement cooperative 
education program for the Glendale Union High School 
District. . 



GENERAL RESPONSIBILITIES: .. ^ 

1. Develop and maintain a system for promoting work education program. 

2. Implement a plan for the placement of work education students. 

3. Develop and improve personal and professional growth through local, 
state, and national activities. 

4. Maintain, develop, and evaluate work education curriculum. 

5. To coordinate and evaluate work education on the job. 
6-^^^^evelop and maintain a systems manual for work education programs . 
7. Performs other duties as assigned by the principal. 

TERMS OF EMPLOYMENT: Salary as established by Board of Education. 
EVALUATION: 
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Work Education 
Program 



MANAGEMENT SYSTEMS 



Systems Document 
Po.O. 



SUBJECT: Critical Work Activities Expressed as Coordinator Pro"-- 
cess Objectives' ~~ [ " 

1,1 Beginning August 1 and continuing throughout the year, the coor- 
dinator will make initial contact, sales presentation, and follow 
up with business, community, and parents as evidenced by coordi- 

. . nator's report on file with local principal. 

2.1 Beginning August 1 and continuing throughout the year, the coor- 
dinator will implement the placement of students as evidenced by 
a training plan and agreement on file for each student. 

3-1 Beginning August 1 and throughout the year, the coordinator will- 
administer personal and professional growth as evidenced by coor- 
dinator's activities checklist on file with principal. 

4.1 Beginning August 1 and throughout the year, the coordinator will 
maintain, develop, and evaluate work education curriculum as evi- 
denced "by lesson plans and training plans on file in coordinator's 
office, 

5.1 Beginning August 1 and throughout the year, the coordinator will 
coordinate and evaluate, student progress on the job as evidenced 
by student's personal folder on file in coordinator's office. 

6*1 Beginning October 1973, the vocational coordinators will initi- 
.ate a systems manual for work education program as evidenced by 
.completed segments submitted to principals and Administrator of 
.* GEMS and State, Federal, and. Vocational programs. 
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Work Education 
Program 



Management Systems 



SUBJECT: System for Promoting Work Educa^ 



ion 



Systems Documant 
CWA - 1 



asponsibility 

ocational 
aordinator- 



1.1 
1.2 

1.3 
1,4 
1.5 
1.6 
1.7 

1.8 



Action 

Preparation and updating of 
sales presentation. 

Survey business community and 
selection of appropriate busi- 
ness for training station. 

«5ake personal contact with 
students. and parents. 

Make initial contact with 
business. 

Make sales presentation to 
parents and business. 

Follow up with business con- 
tact. 

Make business contact with 
Mr. Big and communicate in- 
formation to other coordin- 
ators. 

Develop and promote public 
relations activities with mass 
media, community, school sys- 
tems, etc. 



Expected/Actual 
Coippletion Dates 

August 1 



August 1 — 
continuous 



August 1 — 
continuous 

August 1 — 
continuous 

August 1 — 
continuous 

August 1 — ■ 
continuous 

August 1 — 
continuous 



August 1 — 
continuous 
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Work Education 
Program 



Management Systems 



Systems Document 
CWA - 2 



SUBJECT: System for Placement of Students 



tsponsibility 
)ordinator 



Step 
2.1 

2.2 

2.3 



2.4 



2.5 



2.6 



2.7 



2.8 



2.9 



2.10 



ERIC 



Action 

Organize individual student 
■ files and record . forms . 

Contact and meet with all 
students (See CWA-1, -Step 3). 

Teach and review job applica- 
tion and interviewing with 
each student. 

Develop individual curriculum 
needs to give students pre-- 
employment knowledge and skills, 
i.e. basic attitudes on the job, 
typing,, etc. 

Educate' training station spon- 
sors as to their responsibility 
for education of coop students. 

Determine characteristics of the 
training station in regard to 
type of career qualifications 
needed, location, working hours 
of student, numer of students 
needed. 



Expected/Actual. 
Completion Dates 

August 1 — 
continuous 

Aug. 1 -Aug. 15 



Aug. 2 - Sept. 7 



August 1 — 
continuous 



August 1 — 
continuous 



August 1-- 
continuous 



.If several students are needed August 1-- 
by the training station, contact continuous 
other coordinators in appropriate 
disciplines to explain job open- 
ings (See CWA-1, Step 1.8). 



Attend coordinator placement 
meetings regularly to share 
placement information. . 

Hatch students in coop with ap- 
propriate training station and 
call employer to set up inter- 
view time and i^ive names of' 
students . 

Call student to explain job and 
•interview, confirm interview 
with employer. 
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August 1 — 
continuous 



August 1 — 
continuous 



August 1-- 
continuous 



Work Education 
Program 



Management Systems 



Systems Document 
CWA • 2 



SUBJECT: System for Placement of Students (continued) 



isponsibility 
>ordinator 



Step 



Action 



2.11 Call employer after interview 
to find out results, student 
performance, and improvements., 
students can make. • 

2.12 Call students to give feed- 
back and discuss interview 
strong and weak points. 



Expected/Actual 
Completion Dates 

August 1 — 
continuous 



August 1 — 
continuous 



EKLC 
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, Work Education 
Program 



Management Systems 



Systems Docximent 
CWA - 3 • 



SUBJECT; System for Personal and Professional Growth 



sponsibility 

cational 
ordinator- 



EKLC 



Step Action 

1- Keep vocational, .and coordin- 
ator* certificates in force • 

1. Keep reference library- up to- ^- 
date, 

'.3. Review -and revise instructional 
materials and A.^ V. 

4* Attend and participate .in 
valley-wide coordinators' 
meetings . . ' 

5. Attend and participate in 
district-wide coordinators' 
.meetings . 

6. Attend and participate in dis-r. 
cipline coordinators' meetings. 

* 7. Vocational Co-op program work- 
shops. 

8. Renew memberships in Profes- 
sional Organizations, • 

9. Review professional magazines 
and literature. 

10 • Implement and attend local, 

state, and national youth group 
conferences. 

11 • Guest lecture for civic and edu- 
cational group*. 

12. Participate in local, state, and 
national advisory boards . 

13. Act as consultant for new work 
education programs . 

14. Attend and participate in WACOP 
. meetings. 

15. Make progress • and other reports 
to local principal, district, 
State, and national personnel. 
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Expected/Actual 
Completion Dates 

Summers and- 
Evenings 

August and. - 
continuous \\ * 

August and 
continuous 

August and 
continuous 



August and 
continuous 



August and 
continuous 



July and 
.August 

August 



August and 
continuous 

August — 
July 



August and 
continuous 

August and 
continuous 

August and 
continuous 

August and 
continuous 

August and 
continuous 



Work Education 
Program 



Management Systems 



Systems Dociiment 
CWA - 4 



SUBJECT: System for Developing and Evaluating Curriculum 



ssponsibility 
>ordinator 



Ste£ 



Action 



1. Counsel with student oit career 
goals . 

2. Develop independent- is tudy pack- 
et for student • 

3. Prepare 1st. semester unit out- 
line. 

4* Physically prepare curriculum 
materials . 

5* Involve community .resources as 
a classroom aide, i.e., speak- 
ers, printed matter, hanads qn 
material, etc. 

6. Develop resources file. 



7. jt?review A. V. material. 



8. Preview printed material. 



9. Plan team teaching units:. 



10. Assist in state curriculma 
development . 

11. -Develop Unipacs. 

12. Review work education pro^gram^, 
monitoring, and evaluation 
procedures with principal and 
Administrator of GEMS, Federal 
and State Vocational Programs. 



Exp ec t ed / Ac t ua 1 
Completion Dates 

August 1 & 
continuous 

August 1 & 
continuous 



August 1 & 
continuous 

August 1 & 
continuous 

August 1 & 
continuous 



•August 1 & 
continuous 

August 1 & 
continuous 

August 1 & 
continuous 

August 1 & 
continuous 

August 1 & 
continuous 

August 1 & 
continuous 

August 1 & 
continuous 
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Work Education 
Program 



Management Systems 



Systems Document 
CWA - 5 



SUBJECT: System for Coordinating and Evaluating Students on the Job 



tsponsibility 
lordinator 



Step Action 

1. Set up training plan. Write 
on the job work experiences 
with the employer. ' 

2. Obtain signed training agree- 
ihent, : 

3* Obtain student progress reports 
from employer. 

4. Make systematic job visita- 
tions . • 



Expected/Actual 

Completion Dates 
fl 

August 1 & 
continuous 



30 Days after 
Employment 

Every nine- 
weeks 

August 1 & 
continuous 
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Work Education 
Program 



Management Systems 



Systems Document 
CWA,_- 6 



• SUBJECT: System for Developing and Maintaining a Systems Manual 



esponsibility 
oordinators 



Step 



Action 



1. Write position description. 



2. Identify general resjponsibili- 
ties. 

3. Develop coordinator progress 
objectives , 

4. Document critical work acti- 
vities. 

5. . Implement coordinator monitor 

device . 



Expected/Actual 
Completion Dates 

October — 
continuous 

October — 
continuous 

October — 
continuous 

October — 
continuous 

August-- 
continuous 
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1.UL.UJ.I. PI'IMJK UPIIRAIIUNML ALIIVIIIbV 




PERIODIC ON GOING 



IN 
SCHOOL 



jZZj 







PRE-SCHOOl 






CONFERENCE 






WITH 






TRAINING 






AGREEMENT 



PARENTS 




^ I HOME \ 
VISJTATIONS r 







PERIODIC 






AS NEEDED 






THRU YEAR 






^. I REPORTS 
RECORDS 



REVIEW AND REVISE 
AT GRADE PERIOD 



{COMPOSITE fOlMR[ * 

[student/ learner^ 





TEACHER/ 




STUDENT/ 




COORDINATOR 




LEARNER 




WEEKLY 
COORDIHATINO 
ACTIVITIES 
REPORT 



W.D.PI, 
QUARTERLY 
REPORT 



DISADVANTAGED 
STUDENT 
LEARNERS 
REPORT 



WEEKLY 
, SUMMARY Of 
OumS/HOUM 



ACCUMULATIVE 
WEEKLY WAGE 
REPORT 



W, D. P. I. 
EI;1101LMENT 

REPORT 
HAZARDOUS 
OCCUPATIONS 



ON 



EMPLOYER 
E^fALUATES 

LC.E. 



STUDENT/ 
LEARNER 
EVALUATES 

I.C.E. 



—I 



GOING 



OJ.J. SUPV, 
L|STUDENT/LEARN. 
GRADE PCRIOO 
EVALUATION 



TEACH/COORO, 

EVALUATES 
TRAIN. STATION 



— i 



EMPLOYER 
EVALUATES 
STUDENT/ 
LEARNER 




9 



PARENT 
I EVALUATES 
LC.E. OUTCOMES 



"-1 

I 
I 

I 
I 
I 

I 

— J 
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ERIC 



I.CE. STUDENT/LEARNER IDENTIFICATION AND SELECTION PROCED'O'RE 



NOV. 



DEC. 



JAN. 



FEB. 



f.A. 

f SCHOOL PAPUA 
IFOSTERS^BUU 8DS). 
APPLfCATlON , 
FORMS 

Disr 



MARCH-APRIL 




NOTIFY APPLICANT OF 
REJECTION GIVE 
REASONtS} RECORD FILE 
COUNSEL APPLICANT 



" iREGULAR PROGRAmP 
jwOfiK UPERIENCE} ^ 

[ work study ^ 



COLLEGE PREP. 
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OEADIINE FOR PIOOIAMIN 

VARIK WItM KIOHiSCHMl! 



ERIC 



AUGUST 



RELATED 
I.\ST?.UCTIOX 




PL13LIC 
RELATIONS 



;:ork vith businessmen, parents, counselors, and administrators 
Continuous through May 31, 1976 



VICA 



[nactive 



ADMLN'ISTHATTOK-rRecruitment of training stations and placement of studeJ^ 
I Begin parent visitations 

Aug. 1-31 



COORDINATION 



Check on student enrollment 
Aug. 1 



Reports of activities 
Due Aug. 11, 15, 25 
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ERIC 



SEPTEMBER 



Orientation 
to coop 
Sept, 5-8 




orientation 
to VICA 
Sept, 11-15 




Parliamentary 
Procedure 
Sept, 18-29 




Students complete 
training profiles 
Sept, 29 









Talk to 
service club 




Articles on VICA 
elections, inductions ■ 
Tribune, school papers 
Sept. 29 




Valley-vide coop article 
Phoenix Republic/Gazette 
By Sept. 30 







ICA 



Re-charter 
VICA ■ 
Sept. 8 


>:embership 
campaign 
-sept. 11-22 


Election 
of officers 
Sept. 18 


Induction 
of officers 
Sept. 29 


Talk by 
State VIC^ 
Director' 
Sept. 13 


Activities 
planning 
Sept. 19, 
25, 29 





DMINISTRATION 



OOHDINATION 



Submit 
mileage 
for August 
Sept. 1 


Obtain completed 
insurance waivers 
as students 
begin vork 


Reports of 
activities 
Due Sept. 29 


Request film 
for ICE slide 
presentation 
Sept. 12 


Arrange for 
transportdtion 
for VICA- Fall 
Conference 
Sept. 15 











Complete recruitment 
of job training 
stations and 
placement of students 



Set. up 

training 

outlines 



Begin training 
station 
visitations 



P 



Complete visits 
to narents 



to 



ERIC 



OCTOBER 





Human relations 




Begin specific related instruction^ 




Oct. 1-31 




Oct. 2 j 



Talks to service 
club by students, 
coordinator 
Nat. Ed. VJeek 


Begin planning 
and building 
ICE display 
Oct. 3 


Tribune article 
explaining ICE, 
number of stu'3ents 
types of jobs-.., 


Articles concerning 
Fall Conference, 
(Tribune, 
school papers 



Elect delegates 


Set up 


Solidify VICA 


Attend Fall 


Car wash 


for Fall 


VlCh 


activities plan 


Conference 


Oct, 28 


Conference, 


cominittGes 


for the year 


Oct. 20-21 




Have fees paid 


Oct, 9 


Oct. 9 






Oct. 2 











DMINISTRATICN 



OORDINATION 



submit 
mileage 
for Sept, 
Oct, 2 


Sumit bi-monthly 
report to 
administration 
Oct. 31 


Request check 
for VICA 
Fall Conference 
Oct. 2 


submit travel 
request for 
Fall 

Conference 
Oct. 9 


Order 
materials 
for icE 
display . 
Oct. 16 





Set fun(;i-raising 
date for Dec. 4-15 



Routine ' 
visitations/ 



Student evaluation 
forms to employers 
Oct, 23-^27. 



Retrieve 
evaluation forms 
from employers^^ 



NOVEMBER 



SLATED 
JSTRUCTION 



Kiirnan relations 
Mov. 1-10 



Labor laws 
N'OY. 13-24 



Occupational safety 
Nov, 27-30 



Specific relate^ 
instruction 
continuous 



J3LIC 
SLATIONS 



Complete ICE 
slide presentation 
and display 
By NOV. 3 


Prepare recruitment 
articles for Tribune, 
school papers 
By Nov. 30 


Submit article for 
district newsletter 
By Nov. 30 





Plan for 

Christmas activiifies 
Nov. 1-30 


Plan for Dec. 
fund raising, 
order candy 
Nov. 6 


VICA breakfast 
or lunch meeting 
Nov. 13 ■ 







XMINISTHATION 



30RDINATI0N 



Submit 

for Oct. 

Nov« 1 



Get in-put into 
school budgets for 
ICE instructional 
materials 
Nov. 1 



Clear VICA breakfast 
or lunch meetings 
Nov. . 1 



Routine 
visitations 



Student evaluation 
forms to employers 
Nov. 20-24 - 



compile grades 
m& complete 

report cards 
Due Nov. 7 



Retrieve evaluation 
forms from employers 
Nov. 27-30 



DECEMBER 



ELATED 
WSTRUCTIOM 



Occupational safety 
Dec. 1-20 




Specific related instruction 
continuous 





QBLIC 
SLATICNS 



ICE displays 
placed in schools 
Dec. 1--15 


Article in school papers, 
Tribune, concerning VICA 
Christmas activities 
By Dec. 20 


Cards or letters 

to employers 

in mail by Dec. 20 







ICA 



Fund raising- event 
(candy sale) 
Dec, 4-15 




Flan VICA 
display 
Dec. 1-20 




Order materials 
for VICA display 

Dec. 20 ; ;. 




Christmas 
activities 
Dec. 18-31 



DMINISTRATION 



Suhnit mileage 
for November 
Dec. 3 



Find sponsor for an 
outstanding ICE student 
award 



Sutonit. bi-monthly 
report to administration 
Dec. 20 



DOPvDINATION 



Routine visitations 
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ERIC 



JANUARY 



State compensation 
Jan. 8-12 




Taxes 
Jan. 15-31 




Specific related 

instruction 

rrontinuous 











Cooperative program 
recruitment schedules 
Tribune 
3y Jan. 19 



ICA 



Build VICA 
display 
Jan. 2-31 



Plan fund 
raising event 
Jan, 8 



Breakfast or 
lunch meeting 
Jan, 22 



Plan VICA 
v;eek activities , 



DMINISTRATION 



Submit mileage 
for December 
Jan. 2 




Canpile grades, 
complete report cards 
Due Jan. 24 ' 




Clear fund 
raising event 
for Feb. 19-28 
Jan. 25 











DORDINATION 



Routine 
visitations , 



Recruitment talfe 
to junior classes 
Jan, 29-31 



Student profiles 
to employers 
for completion 
Jan. 8-12 



Retrieve 
profiles 
By Jan. 18 
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ERIC 



FEBRUARY 



SLATED 
«:STRUCTION 



Social Security 
Feb, 1-9 




Budgeting 
Feb, 12-16 




Purchasing 
Feb. 20-28 




Specific related 

instruction 

continuous 















JBLIC 
2LATI0NS 



VICA activities 

Tribune 

By Feb, 6 




Place VICA display 
in shopping area 
Feb. 9-19 




ICE student 
spotlights 
Tribune 
By Feb. 23 











[CA 



Fund raising event 




VICA ^Veek 


Feb. 19-28 




activities 



)MINISTIRATION 



(ORDINATION 



Submit mileagti 
for January 
Feb, 1 



Routine 
visitations 



J 





Suhnit bi-monthly 




Request school vehicles 




report to 




for VICA 




administration 




spring conference 




Feb. 28 




Feb. 28 . 




Recruitment talks 
to junior classes 
complete by Feb* 6 



Student interviews* 
■■ compj le selection 
infori^^ation 
Febo 6-28 


Prepare 
letters of 
student 
acceptance 
By Feb. 28 
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CO 

OV 



^urcnasing 
:arch 1-9 



Credit 
March 12-16 



investnant 
:-:arch 19-30 



Specific related\ 
instruction 
continuous 



Students selected, 
their career gocils, 
school papers 
Sy March 23 


Service club tallc 
by coordinator 
March 5-9 


Cr'ervice club 
talks by 
students 
March 5-9 


VICA activities 
display in 
Shopping area 







Field trip 




March 15 





Employer-enaployee\ 
bancfuet olannina 



VICA spring conference 

rerjistration 

By March 30 



submit 


Recfuest check 


mileage 


for spring 


for Feb, 


conference 


;:arch 1 


i:arch 2 



Forvrard lists of 
1976-77 students to 
school Officials 
Mar-h 9 



noutme 
visitation: 



Select students 
:or 1976-77 

Oy :'-:arch r 



Mail letters 
to students 
selected 
3y March 9 



Submit travel 
request for 
spring 
conference 
March 23 



Compile 
grades, 
complete 
report 
cards 
March 27 



Student evaluation forms 
to employers March 12-16 



retrieve evaluations 
March 19-22 



r.ELATED 



.'.nsurancs 
April 2-G 



am: services 
ril 9-13 



Legal relations 
Aoril 16-20 



Business 
organization 
Aoril 2^1-30 



Specific 
related 
instruction/ 
continuous 



PUDLIC 
RELATIC?:S 



VICA spring activities 
articles for Tribune, 
school nevrspapers 
April 6-7 




VICA display 
at CCD 
April 15-20 




Articles to VICA Voice, 
National VICA 
Sub:nit by April 20 







VICA 



:"prinq ccnfcrencG 
April"l3-K^ 



E.T.ployGr-G:nployeG 
banquet arrangements 



ADMIXISTI^ATIC:: 



i'ubrnit mileage 
for March 
?.pril 2 




P.equest funds transfer 
from VICA accounts to 
employer -eniployee 
banquet accounts 




Submit bi-monthly 
report to 
administration 
April 30 





OOP.DI-JATICX iPvOutme visitations 



Meet with 1976^77 students 

about job intervievs and applications 

::eck of April 23 



CD 



EKLC 



'.SLATED 

[MSTnucTio:: 



business 
org^lnization 



Labor 

or^cirizations 
May 7-11- 



Seeking 
GmolO}T:nent 
Mgv 14-25 



Specific rslatac 
instruction 
continuous 



2Tr.ployGr-smp3.oyee 
banquet publicity 
May "14 




Letters to 

coonerating emnlovers 
Mailed by May 17- 





CA 


S^ployer-einployee 




3realtfast or 




banquet 




lunch meeting 








:iay 15 




::ay 29 



^DMIHIST^J\TIC■^ 



:co:iDiMATro:: 



5ubmit miler?ge 
for April 
May 1 




Determine identities of 
outstanding ICE students, 
vorlc Trith sponsors and 
counselors 
May 1-U ^ 




Compile grades, ■ 
cc.nplete reiDort cards 
May 25 







Routine visitations ; 
ciiccK for possible 
•MPlo'^'er participation/ 
for f976-77 





Stuaent profili^s 
to employer for 
cor.oletion 
May' 14-18 




Retrieve prof iles 
:iav 21-25 




* 



JUNE 



P.ELATHD 
INSTRUCTIO: 



3oth genera "^ -nd specific related instruction are ended 



PUBLIC 
RELATIOK'S 



Inactive 



VICA 



Inactive 



ADMINISTPvATIOM 



Submit annual report 
to administration 
June 1 



Suixnit inventories 
and VICA records 
June 1 



COORDINATION Inactive 
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stated otlective7 




mm DISTRICT 
a LOCAL SimiKO 



mm OBJ. f ?,r 



BECIfl" 




TO- 




AllOIf 




SySTEH 


\ 


/ 



I 



.Hoy, ii EPIC 



mm. OF SELECTED 
SCHOOL PEESOB 
INCIUDINC SEQUEItCE 
DESIGN FOR EVALUA- 
TIOK gysTEH) 
PROCESS obj! iLi' 



Jan. 7 EPIC " 



VERSIOff OF 0N-G0I!IG 
FROGRAfIS ACOHDIIIG 
TO EVALl'ATIOII SYS^i 



PROCESS OBJ. 



.!IOV.b-0ctJ7 GMR ^ 


/ 


I'MIK PUIi!I. i EVAL, ' 
UNIT 4 STEER. COHH, 
NECESSAH^ COWTS 
FOR DECISIOII HAKIIfC 




Bfe OBJ, f\] 



LEARNEH 
ASSESS. 



Byian. H IRW H 
Adoption of district 
imiH philosophy 

STATEKEra & LEARNER 



MANAGE. 

KENT 

DOCU. 



Proposed Program Dsscrlptlon 
HecycUng Path to: 1971^.75 School Year 



97 



DOCUmTION OF 
fiDUCATIONAL IfEEDS 



Pflocsss OBJ, ml 



DF/KLOP- 
RELIABLE 



"1 



M/ 









■ 1 


D£VSLOP fi'/ALl]ATION 
RIPORTS 


COl-L^LBIION OF PHASE 
2 OF LEAM IlEEDS 
ASSESSCT {DOOM- 

lATiow OF mm. 






PROCESS OBJ. 112.1 


FROCESS OBJ, nu 











1 


KJiCOMiffiNDATlONS 
RELEVANT TO 
ELIHINATINC ED0. 

CATioNAL mm 

PROCESS OBJ. jt'l^jY 


— > 


l^iVii^lNC ACTIVITIES 
imiRECTLY RELATED i 
DOCUl^EtlTlNG RECOHEN- 
DATIONS 


— > 
> 


" RECrCLE 






LrHuCiSS 03J. |]f^,l 




_FjiOCi:sS OBJ. fYfJ 



ERIC 
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APPENDIX C 

EXEMPLARY PROGRAMS 
OBJECTIVES 
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STUDEOT CaiPETENCIES FOR COOPEn.\TIVS EDUCATIOII 



Ihe student will poijsess skills and positive attitudes towards perfoxming 
his assigned tMks* 

The student will represent the business favorably to custonero and 
outside business associates. 

The student will be able to denonstrate initiative and creativity in 
selected t^roblen solving situations. 

The student tjill be able to talk clearly and pleasantly ^ conveying 
spirit and enthusiasm* 

The student will becone aware of other's needs and notlvatlons in order 
to work norc coooercitlvaly with felloi; enrjloyeea, suTjervisors , and 
nana^eoentg 

The student will develop the attitude that personnel nolicles are 
established for the benefit of the store and the enoloyees. 

The student will be able to demonstrate the aptjUcation of selected 
nersonality traits necessary for successful job oerfomance. 

The student vrill be able to state or write why a positive attitude 
is needed in one's work. 

Tlie student will attenot to itaintain good health practices to innrovc 
his job perfomance. 

They will be able to dress anpronrlately for a selected Job and naintaln 
a well*5rooncd apnearance, 

The student will dev:»lop the need for joininrt and partlcl'^ating in 
meetings and activities which xHll In^rove personal and professional 
developnent • 

The student will use effactive vocabulary and sneech in dealing with 
others. 

The student will denonstrate skill in intertiretins business policies to 
customers or clients. 

The student will denonstrate an ax/areness that certain thoughtlessly 
used terns or words can be nisinterpreted by the listener. 
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The Btuilent will develop the skills ucceaaory that T/ill allow hla to 
. receive iand give telephone orders, cotaDlainta and nessages. 

Thfi student vlU able to state or write how snail savings. In. aooe ' 
^.expense areas,. can nean a substantial gain In profits • 

The student will be able to recognize and handle incidents of ' business 
security. 

The student will develop an awareness that a Personnel organization 
enables the policies of the firn to be carried out and enables each 
person enployed to make a contribution to its successful operation, 

. The student will demonstrate proper handling and care of equipnient* 

The student will develop skills in uain;> foma and records necessary 
in control. 

The student will denonstrate the ability to participate in counts for 
. physiceil inventories. 

The student will be able to use and translate nercentat?e with facility^ 

.The student will be able to nultiply and extend figures with facility. 
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STATC OF CALIJ-OHNIA- 
VOCATIONAL EDUCATION 



Form VE-l.lg 

Vocational Education Project 
Application for Funds Under the 
Vocational Education Amendments of 1968 (P.L. 90-576) 
Part G, Cooperative Vocational Education 
School Year July 1, 197^-June 30, 197A^ 



REGION 

Cenfrol 



CODE 



COUNTY 



Tula 



re 



CODK 



DISTRICT 

Visolia Unified School Disfrlcf 



CODE 



ADDRESS 

315 E. Acequlo Sfreef, VisqIiq, CQiiforniQ 93277 



SUPERINTENDENT 

Or. H. D. Lovik 

PROJECT TITLE " ~ 

Disfributive, Office, Agriculture, Trade & Industry CooperoHve Work Experience Vocofionol 

Educofion Projecf ^" " 

The attached Budget Summary and Statement of Assurances, plus the District Plan for Vocational 

Education dated July 1 , 1974 , constitute a firm request for assistance from funds 

available through the Vocational Education Amendments of 1968, PubHc Law 90-576, Part G^Cooperative 
Vocational Education. 

I certify that: 

A ^" P^^^rams, services, and activities covered by this application will be operated in accordance with the 
Act, Hegulauons, Statement of Assurances, and the current California Slate Plan for Vocational Education 
except as noted. 



(Signed) 



District Superintendent or designate 
(Origins] signature required on one copy) 



Person preparing this application: 
Name Jock Stevens 



Clieck appropriate space 



Date. 



X 



New program 
Expanding program 
Continuing program 



_ Title Director Secondary Education 
Phone (209) 733-1400, Ext, 239 

Area code Number ~ 



Previous years of funding: 



1974_-95_ $, 
I97JL-74-. $. 
197jL-72_ $. 



19.279 



-0- 



-0- 
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/ 



Form VE-4.1g (Cont.) 



3. Goal 

Identify the goal of the program as described in this project. (A goal is a statement of broad 
direction, purpose, or intent based on the identified needs. A goal is general and timeless; it is not 
conceived witli a specific achievement within a specified time period.) Refer to Part I of the 
instruction booklet. 

To offer a cooperative agriculture education vocational work experience program, including an 
individualized, self-pacing, continuous progress curriculum, designed to help students acquire 
those skills/competencies necessary for entry level employment in the agriculture field. 




4. Measurable Performance Objectives 

Perfomiance objectives for the program, service, or activity must be stated in measurable terms. 
To be mea.surable, the objective statement must include the outcome desired, the level of 
achievement, the conditions of evaluation, and the time required for completion. 

The proposed projcctjnust list the afbgranf objectivei and should avoid listing student objectives. 
There should be a direct relatioi^s'iiy. b;J.ween the Usted objectives and the goals Usted in Part I of 
the instruction booklet. 

1 During the 1975-76 school year, cooperative agriculture education will be provided for a 
minimum of twenty students of whom at least eighteen will acquire saleable sicllls necessary 
for employment. 

2. By the end of 1975-76 school year, each student enrolled in the program will have had an 
opportunity to complete 175 hours of related classroom Instruction. 

3 By the end of the 1975-76 school year, each student enrolled In the program will have been 

provided an opportunity to complete a minimum of 350 hours of paid cooperative work experlenc 

4. During the 1975-76 school year, ihs teacher/coordinator will continue to use an individualized 
self-pacing, continuous progress curriculum. 

5. By December 1975, at least 80% of the students enrolled In this program will be members of 
the Future Farmers of America (FFA). 

6. Each student who completes the program will have developed job entry level skills necessary 
to retain employmeht and to be certified employable by the teacher/coordinator and the 
cooperative work experience sponsor. 

7. By June 1976, the teacher/coordinator will have attended at least Hve hours of Work 
experience education In-service training, 

8. By June 1976, the coordinator will have made at least two visitations per quarter to each 
work experience station where a student Is employed. 

9. By June 1976, the coordinator will have made at least one evaluation of the students' work 
per quarter with the assistance of the employer, 

-15- -J n 1 



4. Measurable Performance Objectives (conHnued) 

10. Fall Semester: By October 15, 1975 the coordinator will have averaged 6 contacts per 

week for possible work stations. 
Spring Semester: By March 1, 1976 the coordinator will have averaged 6 contacts 
per week for possible work stations. 

11. By June 1976, the coordinator will have an individualized record on each cooperative work 
experience student. 

12. By June of 1976, the coordinator will have a written report evaluating the efficiency of/ 
fulfilling the performance objectives. 

13. During the 1975-76 school year, the coordinator will have established working relations 
with labor, employment offices and other rgencies to assist in identifying jobs. 

14. During the 1975-76 school year, a minimum of 35% of the students enrolled in the program 
will be minority, handicapped, or disadvantaged students. 

15. By June 1976, the teacher/coordinator will have conducted a follow-up study of at least \ 
90% of the cooperative work experience students through the use of a questionnaire and/or\ 
personal interview method. 



-.16- 
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COOPERATIVE VOCATIONAL EDUCATION PPOGRAM 



of the 



PEOVIDENCE f?CHOOL DEPAR^tENT 
1491 Broad Street 
Providence, Rhode Island 02905 
A61-^3646 



A Cooperative Program In Eduqation 



Elisha C. Moniz 
Supervisor 



June 1975 



106 



PROGRAI-1 OBJECTIVES 

Tof 

1# Bevelop an avrareness in the student of the real relationship that 
exists in the vicrld of vrork and learning in school thereby main- 
taining the student to seek further gro>rth and developfnent which 
will enhance his future life style • 

2» Develop in the student individual qualifications for subsequent 
full-time employment or advanced study. , 

3» Encourage the student to' continue his schooling by permitting 
him to satisfy his financial needs through part-time employment# 

Enhance the student's occupational preparation by involving him 
in the real wcrld of >Tork« 

5» Help the student develop the necessary social skills and work 

attitudes and habits necessary for job tenure or entrj'- into other 
vocational training programs • 

69 Help the studer.l develop a viable career plan based on realistic 
self-appraisaD. and accurate occupational information • 

?• Provide the student vdth early occupational experiences which 
are vital in making immediate and long range career decisions. 

DEFTKETION 

CCOPERATIVS VOCATIONAL EDUCATION J A program of vocational education 
for students whOf through a cooperative arrangement between the 
school and employers, receive instruction - including required in- 
schcol academic courses and related vocational instruction - by the 
alternation of study in school vdth a job in a related occupational 
field* These two experiences must be planned and supervised by the 
school and employers so that each contributes to the student's 
education and to his employability* Work periods or school attendance 
may be on alternate half-days, full days, weeks, or other periods of 
timet (R# It State Plan for the Administration of Vocational Education). 
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COOPERATIV E .,,.^XON 

MANUAL 



Livingston High School 
Livingston, New Jersey 



Elaine Gompf, Coordinator 
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AIMS AND OBJECTIVES 



To provide students vrith specific vocational training in order to 
provide for articulation between classroom and the job* 

To have the student examine the necessity of good human relations 
and put them into practice. 

To allow the student to put his classroom learnings to practical use. 

To provide an opportunity for the deve*.opment of certain desirable 
work habits such as industriousness, responsibility, self-reliance, and 
punctuality. 

To provide opportunities and experiences far the development of 
social skills and the ability to get along with others. 

To gain a better insight into the problems Involving employer and 
eijrployee relationships. 

To develop a better understanding between schools and the business 
ccmmianity. 

To allow the student to gain a certain degree of salable work experi- 
ence for post -graduation employment. 

To expose students to various office occupations which may not have 
been considered in the classroom. 

To provide needed learning experiences whicln cannot be gained in 
the classroom. 

ADVATWAGES 

For the Student ; 

Provides practical training of the kind that makes the student more 
efficient and valuable to his future employer. 

Provides experience for meaningful vocational guidance. 
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APPENDIX D 



EXEMPLARY PROGRAMS 
EVALUATION 



9 
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COOPERATIVE VOCATIONAL EDUCATION PROGRAM 
P ROVIDENCE PU BLIC SCHOOLS 

< " 



STUDENT EVALUATION REPORT 



DATE 



Student- Learner School 



Company Name evaluatedBy 





EXCELLENT 


ABOVE 
AVERAGE 


AVERAGE 


BELOW 
AVERAGE 


POOR 


Quality of Work : 












Quantity of Work : 












/orks Well With others : 












kittendcince : 












Lppearance : 












nitiativc : 













bmments and Personal Observations : 
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WILUAM M. DAVIES, JR., TECHNICAL HIGH SCHOOL 
* JENCKES HILL ROAD, LINCOUJ, RHOEE ISLAND 02865 

CO-OP PROGRAM 
EMPLOYER'S MONTHLY PROGRESS RSPOCT OF STUEENT WORKER 

INSTRUCTIONS: PIEASE EVALUATE STUDEMT WORKER'S PROGRESS AND MAIL COMPLETED FORM TO 
CO-OP COORDINATOR 



STUEENT 'S NAfJE 



SHOP 



GROUP 



©^DYER'S NAIvE AND ADDRESS 

NOIE: PIEASE RA3E STUDENT BY SEIECTING ^IHE RATING FACTOR WHICH- MOST CIEARLY DES- 
CRIBES TOE STUDEI-W FOR EACH TRAIT. 

A = Always or Excellent; B = Nearly always or -above average; C = Generally or 
average; D = Seldom or acceptable; P = Never or not acceptable. 





A 


n 


1 

n 


1 — ■ — 
n 




EEPENDABILITY - Regular and punctual attencJance; carries 
out assigned duties with little or no follow up. 




- 








INITIATIVE - A self-starter^ does routine work without 
v/aiting to be told. 












COOPERATIOrJ - Cooperates well v/ith supervisor and co- 
workers; attitude favorable tward work. 












ORGANIZATION OP VJORK - Plans ahead; makes good use of 
time. 













JOB KNOVJIEDGE - Has basic understanding of job; in- 
terested in and learns nev/ elements of job well. 




( 








DUALITY " OP VJOPK - Meets standards for a starting viorker. 
Takes pride in doing a job well. 












QUANTITY OP WORK - Meets standards for a starting worker. 
Does not waste time. 












3APETY - Consistentl.y follows safe practices and safety 
requirements . 


1 

1 


1 









DAYS lATR 




PIEASE raSERT DATES OF ABSENCES mUM. 


DAYS ARSEOT 







Please make general conment as to student's performance and/or indicate specific 
area in which student needs help. (Use reverse side if necessary) 
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EVffiUATOR'S SlGNATUr-<E 
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TimiNING PROFILE 
ARCHITECTURAL DRAFTSMAN 
17.13 

A combination of knoi.'ledgGS, understandings, and 
abilities an individual should have to give him 
a good opportunity for entrance into the occu^ 
pation of architectural draftsman. 



TRAINEE 



SCHOOL YEAR 



TRAINING STATION 
HIGH SCHOOL 



DEGREE OF PROGRESS 

1. Trainee has had NO training. 

2. Trainee has had VERY LITTLE training. 

3. Trainee has had ADEQUATE training. 

4. Trainee has had a GREAT AMOUNT of training. 



DATE OF TRAINING PROGPwESS EVALUATION* 



JOB SCHOOL 



TASKS 



TRAINING PROGRESS* 



0HIH?;tatI0N- The trainee understands! 



1. Compemy policies concerning absenteeism, 
tar diness, holidays, and personal grooming. 



2« Company pay policies* 



J. The oroamzation of the firm. 



37 



The t\'Tjes of tools he must ovti. 



Tne nrocodi^res for gertmcr materials. 



6. The opportunities for advancem en t . 



7. 



BASIC SKILLS- The trainee has the abilitv toi 



1« >'ake detail drai/ings or sections. 



2« Drav; floor plans. 



3. Drav; elevations. 



4. Draw olot olans. 



S. Letter ncacly cind rapidly. 



6. Dimension drawings. 



7. Ink drawinas. 



8. Make free-hand slcetches. 



9. Use draitxno tools efficiently and accurately. 



10. Make dra::inr^s that meet reproduction standards. 



11 . Apniy draftmo prmcmlos to solve Droblems. 



12. Ooerate reoroducma ecnimment. 



13. 



Find and apply information from the 
Architectural Graphic Standards Manual. 



14. 



Make mathematical computations necessary m 
the trade. . 



15. Euiid architectural modoln. 
16. 
17. 
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JOB SCHOOL TASKS TP.AIN'IN'G PROGRESS* 







i;.\STC IC:0'."T.ED?ES- The trainee knov.'S or understands i 


A 


3 


C 


D 


E 






1* S^'inbols J QbbroviQtions ^ and teznuinology of 
t}"ic? tradc» 
















2- T^/r)r»*=5 «^ tnnHri rrl*? . rind "i<=;r><=i o^^ huilrlino 
















3. Drd^tincf strmdcirds • 
















*j • Accepted pr ocecurcG for dinens i oni ncT • , .. . 
















5, The or oner tics of matcrinlc. 
















6. The role of arehi tcetural licensing and 
regulations . 
















7. 
















::itc:K:j,A .KtOur;- Tne traineei 
1, Keeps tine and job cards • 
















2. Keeps ills \:or]^ space clean and neat. 
















3. V.'orks veil with others. 
















4, Is reliable. 
















5, Is able to vorr: T/ithout close supervision* 
















6, Is courteous , self-reliant , and resnoctf ul . 
















7, Is able to produce hich cnaalitv work. 
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INDUSTRIAL COOPERATIVE EDUCATION 
PROGRESS REVIEW RECORD 



STUDENT m\U 



Ii'ISTP,m;S: PLACE /; DiECnWRnN THE c 


OX LOCATED BEIM IHAT k'HICII EXPRESSES YOUR OPINIOirOF THE STUDENT ' " 
















I^core" 


1. Cuantity (tount 
of ViOrk turned 
out) 

2. Cualitv (accuracy 
and neatness of 
Kork 


High Volume 


Above Average 
iliiantity 


Averaqe 


Outp;:t bCijW 

Average 






Careless 


wn neeos 

Frequent 

Checking 


Work 1s 
Passable 


Above Average 
in Accuracy 
and Neatness 


Excellent 
Jiiallty 




3. DepcndabiHty (can 
be relied upon to 
do the job) 


Alwfiys 
Reliable 


Hone \A f k 

uuL'b I'lurK Viun 
Minifijufn of 
Supervision 


batif factory 
Steady 1/orker 


Tends to Neglect 
Work 


Unreliable, Needs 
Constant Super- 
vision 




4. Attitude (feeUng 
Tffl^ard 'h'ork and 
People) 


Cooperates only 
on Deinand, 
'.^itli Super- i 
vision 


Accepts all work 

assignments 

enthusiastically 


Frequently 
gripes about 
work assignment 


Accepts work assign- 
ment satisfactor- 
ily 


Does work wjllfng-j 
ly. Follows rules 
and orders 




5. Adaptability (rate 
of adjustjucnt to 
the job) 


Slow adjust- 
ment to new 
assignment 


Oelow average, 
needs frequent 
assistance 


Average. f!eed 
for occasional 
follcw-up 


Good adjustiT,ent 


Rapid Adju5tfi:ent 
to any^ assign- 
ment ) 




6. Attendance 
(Renularity on the 
job) 


Continually 
absent and/or 
Tardy 


Irregular 


Satisfactory j 


Rarely absent 
and/or tardy 


Excellent 




DATE RATED: 


RATED [>i: 


STUDENT 


TOTAL 



COHENTS: 



H 

(0 



-^■:JL■Ci«■'^i■. 
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Employer 



CO-OP TRAINEE PROGRESS REPORT 
Trainee 



Ratings should be in com 



School 



wiUs other employ ^ at the satue level of experience. 



Factors To Be Rated 



juality of Work 



{uantity of Work 
tise of Time 



f—» 

o 

W 



(d 
u 

> 

> 

o 

< 



B 



0) 

u 

> 



> 
o 



D 



o 
u 



0) 



2nd Quarter 



I— « 
o 



0) 

> 



B 



a; 
> 



> 



0) 

CQ 



D 



U 
O 

u 



0) 



3rd Quarter 



> 

> 
o 



B 



> 



u 

> 
< 

o 

CQ 



D 



4th Quarter 



a 
W 



> 

> 
o 



B 



> 

< 



> 

o 

CQ 



D 



u 
o 

o 



0) 



udgrnent 



litiative 



boperation 



:ppearance 



Other 



Information 



(Please Check) 



)ate ot Kating 



Attendance 

Satisfactory 

_Not 

Punctuality 

Satisfactory 

_Not " 

Attitude 

Favorable 

Questionable 

Unfavorable 

Comments 



Attendance 

Satisfactory 

Not 

Punctuality 

Satisfactory 

Not " 

Attitude 



Attendance 

Satisfactory 

Not " 

Punctuality 

Satisfactory 

_ Not " 

Attitude 



Attendance 

Satisfactory 

Not " 

Punctuality 

Satisfactory 

Not " 



Attitude 



Favorable 

Questionable 

Unfavorable 

Comments 



Favorable 
Questi onabl 
Unfavorable 



Favorable 
Questionable 
Unfavorable 



Comments 



Comments 



Employer' 3 Signature 
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EMPLOYER'S REPORT ON COOPERATIVE OCCUPATIONAL TRAINEE 
In Cooperation with the Cooperative Programs 

of 

Muskegon Area High Schools ' 



Place of Employment 

Supervisor 

Trainee 

High School 
Coordinator 



Year 19 



APPENDIX E 

EXEMPLARY PROGRAMS 
FOLLOW-UP 
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1. NAME (Please Print) 

2. MAILING ADDRESS (Please Print) 

street 

3. 

city state zip 



4. AGE^^ 6. RACIAL-ETHNIC GROUP (circle one) 

5. SEX (circle one) I. American Indian 4. White 

1. Male 2. Black * 5.0ther 

2. Female 3. Spanish Surnamed American 



7. During your last two years of school, in 'vhich of the following PROGRAMS were you enrolled? (In other 
words, what kind of courses did you take?) 

(circle one) 

1. CP: a COLLEGE PREPARATORY program in which you got ready to go on for more schooling 

2. G: a GENERAL program in which you prepared to graduate from school 

3. VE: a VOCATIONAL EDUCATION program in which you prepared for a particular type of job 

8. If you circled the VE program, in which of the following areas did you take most of your vocational courses? 

(circle one) 

1. AGRICULTURAL EDUCATION: production, equipment mechanics, farm supply 
2- BUSINESS AND OFFICE: secretarial, accounting, office management 

3. DISTRIBUTIVE EDUCATION: district marketing & retailing, salesmanship, product & service marketing 

4. HOME ECONOMICS: consumer education, food preparation, clothing construction/sales, child care 

5. HEALTH OCCUPATIONS: nurse's aide, licensed practical nurse, registered nurse, dental assistant 

6. TECHNICAL: architectural drafting, sanitation technician, civil engineering technician 

7. TRADE AND INDUSTRIAL: automotive, refrigeration, electrical, carpentry, vyelding 



9, How well did your program (CP, G or VE) prepare you for what you're doing now? (circle one) 
l.Poor 2. Fair 3. Good 4. Excellent 

10. Was this. program (CP, G or VE) what you really wanted? (Circle one) 

I. YES 2. NO 



11. What reason BEST describes why you took this 

1. Prepare for college. 

2. My friends were in it. 

3. My parents wanted me to take it. 

4. I liked the teachers or the courses. 



program? (Circle one) 

5. So I could get the job I wanted. 

6. The counselor told me I should take it. 

7. The program I really wanted was full. 

8. Some other reason. 
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• BEFORE YOU ENROLLED in this program (CP, G 
or VE), HOW WELL PREPARED were you to know: 
(Circle one for each) 

12. What your personal career goals were at that time 1 

13. What programs you could choose from 1 

14. How to choose the or*e program that would get 1 
you where you wanted to go 

WHILE YOU WERE ENROLLED in this program (CP, 
G or VE), HOW WELL PREPARED were you to know: 
(Circle one for each) 

15. What skills you would learn 

16. How your work in class would be graded or evaluated 

17. What kind of job you could get 

18. Where io find employers who would hire you 

19. What the employers would require of you 

20. How to apply for a job 

21. The role of trade unions 

22. Other schools or colleges you would go tc for further 
training 

HOW MUCH do you agree or disagree with the following 
statements? (Circle one number for each.) 

23. The COURSES in my program definitely taught me the 
skills I needed for my job or new school program. 

24. The TEACHERS in my program made sure I really 
learned the skills they were teaching. 

25. Both the teachers and the courses were UP TO DATE 
in terms of the tools and equipment I needed to know 
about. 

26. Graduates from vocational training programs, when 
compared with non-vocational graduates: 

a. are able to get better jobs 1 

b. know how to work with people better 1 

c. will probably get more promotions 1 



// o^/ // // 



2 
2 
2 



3 
3 
3 



4 
4 
4 



J-^ l-V /.^- 



2 
2 
2 
2 
2 
2 
2 
2 



3 
3 
3 
3 
3 
3 
3 
3 



4 
4 
4 
4 
4 
4 
4 
4 



o 

2 3 

2 3 

2 3 



4 
4 
4 



27, For how many MON I'HS were you enrolled in one or more vocational courses? (If none, put 0) MONTHS 
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28. Did the program from which you graduated (CP. G or VE) have PERFORMANCE OBJECTIVES? (A perfor- 
mance objective is like a definite goal that you can measure. You know what you're going to learn to DO - and 
you know when you've learned to do it RIGHT.) 

i 

(circle one) 



1. NO - not as far as i know. 

2. YES " but only in a few courses. 

3. YES in about half my courses. 



4. YES - in many of my courses. 

5. YES - in all of my courses. 



IF NONE OF YOUR COURSES 
HAD PERFORMANCE OBJECTIVES 
60 ON TO ITEM 34 



HOW WOULD YOU RATE the performance objec- 
tives in your classes? (Circle one number for each 
question.) 

29. They helped me get a clear picture of where I was 
going in class. 

30. They made it easier to learn than it was in classes 
without performance objectives. 

31. They made it easier for me to understand how I 
was being graded. 

32. They helped me to see how all the skills I was learning 
fit together. 

33. They helped the teacher know when I was having 
trouble. 



I 




34. Were any of your courses CO-OPERATIVE ones where you actually went out and worked on a job to fulfill 
courses requirements? I. Yes_„__ 2. No 

IF YOU ANSV>/ERED NO, GO ON TO ITEM 39. 



None A little Some 
35. How much did your related school work prepare you 12 3 
for your CO-OP experience? 



36. How satisfied were you with your CO-OP experience? 1 

37. Were the people you worked with in any union? 1 . Yes 

38. Are you now working for the employer with whom you I. Yes 
CO-OPED? 

AS A GRADUATE ^^Z' 

39. Would you take the same program again? (CP G VE) 1 

4Qr~WaoldTOxrTecammend'the*^prograTTi'to^arfrTend? 1 

41 . Would you like to work on a committee making recom- 1 
mendations about what should be taught in a parti- 
cular vocational area? 122 



2 3 

-2 3 

2 3 




42. Since you graduated, has anyoite asked your opinions about how the program that you took (CP, G or VE) 
might be improved? 



(circle one) 



1. No one has asked me. 

2^ A teacher 

3. A guidance counselor 



4. A placement coordinator 

5. A letter from the school 

6. Other 



HOW WELL did your school prepare you to do the 

following? (Circle one number for each question .) ^ . . , 

❖ 7- O 

43. To write a resume that gets you an interview 12 3 

44. To handle an interview well enough to get a definite 12 3 
job offer 

45. To do high quality work 12 3 

46. To know the skills required by the job | 2 3 

47. To use the tools and equipment needed on the job 1 2 3 

48. To handle any math required by the job 12 3 

49. To accept responsibility 12 3 

50. To rinish assslgnments on time 1 ,2 3 

51. To follow directions from supervisors 12 3 

52. To get along with other employees 12 3 

53. To learn the skills needed for promotions 12 3 

Which of the following statements describes your present status? (Circle ALL that apply to 



ou.) 



54. I am now employed and I work about 

per week. pJeasefrll in 

55. I am not now employed. 

56. I am looking for a job. 

57. I am not looking for a job. 



5 

5 

5 
5 
5 
5 
5 
5 
5 
5 
S 



hours 58. 3 am a full-time student. 

59. I am a part-time student. 

60. I am a homemaker. 

61. I am in (or will be by January 1976) 
the military service. 



62. How many FULL-TIME JOBS have you had since graduation? (circle one) 
12 3 4 



5 or more 
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IF YOU ARE UNEMPLOYED, SKIP TO ITEM 77. 
63. YOUR JOB TITLE (Please print) 



EMPLOYER'S MAILING 

ADDRESS (including military) "~~ ' ' employer's name 



company 



street 



city state zip 



64. How long did it take you after graduation to get your first full-time job? (circle one) 
1 . I had it before graduation 4. 5 - 6 weeks 
2-1-2 weeks 5. 7 - 8 weeks 

3. 3 • 4 weeks 6. Over 2 months 

65. How far is your present job from the school where you graduated? 

1. 1 -25 miles 4. 76 - 100 miles 

2. 26 - 50 miles 5. Over 100 miles 

3. 51 - 75 miles 

66. On your present job, about how much are you paid per hour? $_ - 



please fill in 

67. On your present job, how much do yot, use the training you received in school? 

^- None 3^ More than a little but less than a lot 

2. A little 4. A lot 

68. Is your present job related to the training you got in school? 

1. YES • directly related 5. NO - I like this job better than the one I was 

2. YES - somewhat related trained for 

3. NO ' I couldn't find a related job 6. NO - the pay was better here 

4. NO • the union didn't have any apprentice 7. NO - 1 never Intended to get a related job 
openings 8. NO - (other reason) 

69. What did your school, college or training center do to help you find a job? (Circle ALL that apply) 

L Told me about job openings 4. Gave information about me to my employer 

2. Sent me for an interview 5. Other (please specify)____. 

3. Taught me how to fill out job applications 

6. None of these things 

70. Who helped you find a job? (Circle ALL that apply) 

1. Counselor 6. Private employment agency 

2. Teacher or co-op coordinator 7. 4 year college placement office 

3. Relative or friend 8. I found it myself 

4. School placement office 9, Other 

5. Public employment agency 
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in those areas of your job where you were NOT well prepared, how long did it take you tn Jparn what ymi 
needed to handle the job well? (Circle one) 

1. Less than 1 month 4. From 7 - 12 months 

2. From 1 • 3 months 5, Over a year 

3. From 4 - 6 months 

124 



HOW SATISFIED ARE YOU with: (circle one) 

72. Your present job j 2 

73. Your present wages 1 2 

74. Your working conditions 1 2 

75. The help you got from your school in getting the job 1 2 

76. The job skills you now have ^ 2 



3 
3 
3 
3 
3 



IF YOU ARE NOT TAKING COURSES AT THIS TIME, SKIP TO ITEM 82. 



77. What is the NAME of your present school, training or apprentice program? (JPIease print), 

78. What TYPE of school or program are you now in? (Circle one) 

1. 2 year college (vocational/technical program) 4. Business ortrade school 

2. 2 year college (liberal arts program) 5. Apprentice program 

3. 4 year college or university 6. Other (please specify) 



79. What is your major area of study or training? (Please print). 



80. In your major area of study or training, how much do you use the tranihg you received in your 
previous school? (Circle one) 

1. None 

2. A little 



81. 



Who helped you to find and/or get into your present educational program? {((Circle ALL that a 

5. Training or arorentice program 

2. Teacher or co-op coordinator 6. I did it mysalff 

3. Relative or friend 7. Other (please ^ecify) 

4. School placement office 



IF YOU ARE PRESENTLY UNEMPLOYED 




3. More than aliKtDle but less than a lot 

4. A lot 



^,^AND ARE LOOKING FOR A JOB, 
rf||^|> COMPLETE ITEM 82. 



82. Whom have you asked for help in finding a job? (Circle ALL that apply) 




pply) 

recruiter^ 



1. Counselor at school 

2. Teacher or co-op coordinator 

3. Relative or friend 

4. School placement agency 

5. Public employment agency 



6. Private emplajftnent agency 

7. 4 year college jjriiacement office 

8. Other (please ^cify)^ 



9. None of these 
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COMMUNITY COLLEGE 
GRADUATES 
I SKIP TO ITEM 85 



83. Did you belor-:g Js- . p. . . . 

1. None 5; p^^ 
f FFA 6. VICA 

3. BOEC 7. other 

4. oecA 




^or^^Vou wanted? (circle one) 

2. justaWttlehelp 

3. somelhelp 

4. a lot off help 



IF YOU GRADUATED 
J-ROM A COMMUNITY COLI Pre 
COMPLETE THF cn. V^ ^"'-'-^GE„ 
•-tit THE FOLLOWING ITEMS 





1 2 



%m 87. How much overlap 



help you prepare to 



enter the community college? 



program. 

4. Take neither program. 

5. Other 



a 



PRir 



2.0 

B 

5. 



SCHOOL USE ONLY 

S.O.E.Code . 

Name of Program ' " 



-CEPD~ 



SCHOOL S. A. C, I. D. 



NUMBER 



I >.£00E 
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Michigan Department of Education 

tease return siurvcy form to 



SCHOOL DISTRICT LABEL 



FOLLOW-UP SURVEY OF 1975 GRADUATES 



By answering the following questions you can help us to plan better educational programs for present high school students. The 
Information you return will be used for educational purposes only. Thank you for your cooperation and- assistance in completing this 
»wvey. Your name will not be released or oth^rw:ise connected with the information you prwide. 



PART I. 

[ DIRECTiONS: Everyone should complete Part I. j 



1. Racial- Ethnic Group: 
Q American Indian 

Black 
(3 Oriental 

Pl Spanish Surnamed American 
[3 White 
[3 Other 

2. Sex: 

•5 Q3 Male 
Q Female 



3. Chock the WORD that best describes how well yotir high school 
(or area vocational education center) courses prepared you to 
do what you are doing now. 

— (Check ONE only.) 

13 Excellent 
tD Good 
t3 Eair 
D ^oor 

I. WhiiCii'of the following statements describe your present status? 
(Cheifk ALL that apply.) 

A. ^ QJ J now employed. • 

.. I work about hours per week. 

IB 

B. 20 Qjl I am not now em|xLoyed. 

C. 21 Q] I am looking for^a Job. 

ril I am not looking for a job. 

D. 22 [7j I am a full time student. 

[3 I am a part tin^ student. 
~[3^i-anwa-home msbkerr- 



[3 I 'n (or will be by January 1976) the militiry service. 
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(Pace 7) 





Man>c of v-ornpany 


City 


State 


rour joD 1 itle 







PART 2. 

DIRECTIONS FOR PART 2 



If you arc employed full or p.vt lime now. or if you arc in the niilitr.ry. please complete this part of the questionnaire" 
Otherwise, go directly to Pari 3, question 10. 



5. What did your HIGH SCHOOL or AREA VOCATIONAL EDUCATION CENTER do to help you find a job? 

(Check ALL that apply.) , 

25 Q Told me about job openings 

El Sent me for an interview 
.27 Q Taught me to fill out a job application 
28 Q] Cave information about me to my employer 

Other (please specify) 

3o Q] None of the above 

6m Who helped you to find a job? 
(Check ALL that apply.) 
3; Q] High school or area vocational education center counselor 
32 [TJ Teacher or co-op coordinator 
Relative or friend 
CD High school or area vocarhynral education center placement office 
35 0 Publ ic employment agency 
3^ Q Private cmplcyntont agency 

37 [TJ College placcn.enl office 

38 H Other (Please specify) . 

39 (T| 

Hone of the above 



7. On your present job, hov%- much do you use the vocational training you received in high school or area vocational 
education center? 

(Check ONE only.) 
<o Q A lot 

- [3 Some 

Q] Hardly ^ny _ 
□ None 

8. Overall, how satisfied are you with your present job:' 

(Check ONE only.) 
Q Very satisfied 
pi Somewhat satisfied 
Q] Not very s^atisfied 
E] Not at all satisfied 

9. On my pre&cnt job I am paid about S p er hour. 



ERIC 
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(i'Mc 3) 

PART 3. 

DIRECTIONS FOR PART 3. 

If you are now attending school or are enrolled in a training or apprenticeship program please cor.p,eto Ih' TTTT 

quest.onnairc. Otherwise, ro directly to Part 4 . cue.ti.n ,4. complete th.s part of the 



Naisie of SchoQjJ. Training or Apprentice Program 




10. Check the type of school or program you are now attending. 
. {Check ONE only) 

□ 2 year college (vocational-technical training program) 

2 year college (liberal arts program) 
|Tj 4 year college or university 
Q] Business or trade school 
Q] Apprentice Program 

[c] Other (Please specify.) 

I. My major area of study (or training) is 



I. In your major area of study (or training), how much do voi. 

vocational education center? vocational training you received in high school or area 

(Check ONE only.) 

-•^ Q] A lot 

tn SofTTe 

Q] Hardly any 

Q None 

AUr^HaT^XI — ' 

« 0 Hifih sciwol or area vocntionai education cent,.r co.jnselor 
Teacher csr co-op coordinator 

80 [TJ P.elati»ercr- friend ' ' ' 

»' High sctoi or area vocational education confer placement office 
»2^^ [ij Training: OB- apprentice prograzn recruiter 
Other (PJesesg specify) 



PART fl. 



t( >aaa:;aire prssentiy unCTiplo/ed ,-rrid::are= I 
.go.rjaccgaily to Part 5. 



DTOECTIONS FOR PART 4. 



ooking for a job. complete this part of the questionnaire. Otherwise 



. WlWrom have yo^sissKiHcd for help iti finding :i jtrts^ 
'jpCheck AUUtei:t apply,) 

HicH sc^oo. or area vocational cducaclan ccmter counselor 
5^0 Teacher or: ri»-op coordinator 
fSD Re lativ^i-or? friend 

•^103 Hifih afctccattbxjr area vocational education center pi accment offi ce 
;B^jT|?J Publiccwnpjloyment agency 
" IE] l*'''vate employment agency 
^ LCD College placement office 

.t^^OthcnF>TS5^i^ifyO^^ ^^ ' 

None of the: above 
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SCHOOL USE OHly 



■CD 
El 



0. E. Code 



'fan AREA CENTER, report , 



Name of Program 
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SYSTEM FOR JiiiPLEMEhEriMG 
REVIEW AND iOLLCW-UP 



by 

Rndueiiiriversity 
WesMmi^fxS^, Indiana 

in 

cooperation 
with 

Indiam State Board 
for 

Vocatiiftfi^TeEdYnical Educatnm 



ABSTRACT 



1. 
2. 
3. 
k. 

5. 
6. 



'or usage ^'--^^^^^Pl^lon 
aO'KX riMCIOR: Sr. Wmiaa b. Richardson 
WniWIOH: fi„aue Uhlversity 

^g gTIVES OF m nrrr,. 

Jo develop a methodoloey that 

c;» si^rtetlS:.^^""-" -t-^oaa,^ .cr eata coUeoti™ 
« ?1a^ af ^1=2,'- the data to insure „sa,e 

assist(Xnce was secured as well p^f J!' °^ guidance and placement 
+^.4.?'^ primajry outcones of this nv-o-i^ 4. 

S^nt^fp^-S-- ana o.taine. the students. 
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PROCEDURES FOR CONDUCTING 
A SIRF FOLLOM-UP 



STEP BY STEP USE: 

The balance of this booklet 
will be devoted to specific step 
J>y step procedures to implement 
the SIRF system in your school. 
The remaining discussion will be 
divided into 4 parts: 

1. Preparing for the followup 

2. Carry out the followup 

3. Summarizing and analyzing 
the data using the com-- 
puter 

4. Hand analysis of the data 

5. Interpreting the data 
and reporting results. 



EKLC 



133 

-15- 



PREPARING FOR THE FOLLOWUP 



Step I t The part of the model - 
at the right outlines the major 
activities in Step 1. The step 
is designed to unify data on 
students as they enter / interact 
with, and exit the program* 

A. Obtain basic descriptive data 
on each student. Please re 
fer to student data cards. 
Form A located on p. 27 of 
the SIRP manual. These cards 
should be filled out, filed 
and continuously updated on 
each student. 

B. Fill out Form B on p. 29 on 
any student who changes status 
during the program prior to 
completion. Examples of the 
use of this form include: 
termination, change of study 
option; unsatisfactory pro- 
gress, etc. 

C. Form G on p. 31 should be 
completed on each student as 
he exits the program. 

These three forms are the 
heart of the student data storage. 
A well kept, up-to-date file on 
each student is essential to the 
successful operation of the SIRF 
system. 
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CARRYING OUT THE FOLLOWUP 



Step 2; The part of the model 
at the right outlines the major 
activities in Step 2. These ac- 
tivities are aimed preparation ^ 
for Pol low-Up. 

A. Identify students for follow- 
up is first activity. Please 
refer to pages 9-10 of SIRF 
manual. It is our recommen- 
datioij that: 

1) Follow-up all recent grads 

2) Sample at 3 and 5 years 

B. Once decisions are made as to 
what students are to be followed- 
up, the next activity is to 
prepare a cover letter and in- 
stmment for each student* On 
page 33 is the instrument for 
you to review. Also^ on 

pages 45-47 are three samples 
of cover letters. You should 
use an instriament and cover 
letter that best suit youx 
needs. 

C. Identification niambers. 

BefiDre the questionnaires 
are sent out^ each. student 
needs to be given an iden- 
tification number. This num- 
ber will be used to keep 
track of which students have 
responded. They may also be 
used to sort students into 
areas. For example, if you 
have two programs in Agri- 
culture, Agriculture and Hor- 
ticulture, you may wish to 
give the students in Ag niim- 
bers betv/een 1 and 99 while 
the students in Horticulture 
get numbers between 100 and 
1SL9.. — Xoju^ay^^se— up^to 



135 



seven digits for this ID 
number. An alternative 
roethod is to assign every 
student a five digit number 
for identification purposes 
and use an O.E. Code to 
designate areas. In this 
case, a list should be made 
as follows; 

ID # Name and Address O.E. 

Code 
(indi- 
cating 
area) 

The ID number is then placed 
on the questionnaire before 
it is sent out. When the 
qiaestionnaire is returned and 
ready to be decoded, the ID 
number is looked on the list. 
Then the O.E. Code is entered 
in the first seven colxamns. 
and the ID nmber in the last 
five coliimns of the coding 
£orm. 



O.E. Code student # 

school 

D« Mail the questionnaire and 
cover letter. 

E. Non-respondents. After 14 
days, mail a non-personal re- 
minder letter to each non- 
respondent. After 28 days 
mail a personalized letter 
and second instrument. 

P. After 45 days, telephone a 
percentage (10-15%) of those 
still not responding. Keep 
this 10-15% separate so that 
comparisons can be made to 
determine non-respondent bias. 
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G. Try to update addresses 
of students whose ques- 
tionnaires are returned 
undeliverable. Correct 
the student data storage. 
Determine number of non- 

. respondents whose addresses 
are unknown for final re- 
port purposes. 

H. It is important that all 
efforts be exerted to 
get a high return rate of 
questionnaires. Please re- 
fer to page 44 in the manual 
for clues to increasing 

the return rate. 
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ANALYZING /VND SUMMARIZING THE DATA 
USING A COMPUTER 



IF YOU ARE NOT GOING TO USE 
COMPUTER TO ANALYZE DATA GO 
TO STEP 4 . 

Step 3 : Analyzing and Sim- 
marizxng data* As question- 
naires are returned they should 
be carefully examined to de- 
tect error s* All completed 
questionnaires should be 
sorted neatly according to 
anticipated computer usage • 

hw After questionnaires are 
examined for cojrectness, 
they are to be coded on 
a code form* Please refer 
to pages 50-52 of the 
SIRP manual* Page 52 opens 
out* 

B* Decoding ! During this 
discussion refer to pages 
50 and 51 in the Appen- 
dix* 

Page 50 is a sample copy of 
a returned questionnaire* 
Page 52 is a sample copy 
of a coding form* These 
should be available to 
you from wherever you get 
computer cards* 

Step 1: Transfer ID 
or OE Code to first 
seven columns* If OE 
code is used, ID number 
may be placed in last 
five columns 

Step 2 : The answer to 
question one goes in 
coliunn 8 on the coding 
form* Put a one in 
column ■ 8 if the answer 
is male and a two if 
the answer is female 
(this corresponds to 
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the numbers beside the 
answers). Questions 3, 
4, 5, e, B, 9, 10, 11, 
12, 12, 15, n, 20, 23, 
24, 27, 2B, 29, 32, 33, 
34, are handled in the 
same manner. 

Step 3: Write in the 
age (from question two) 
in columns 9 and 10, 

Step 4: On question T, 
May becomes 05, and 1975 
becomes 75, Enter 0575 
in columns 15-18, 

Step 5: Questions 14, 
18, and 22 are two part 
questions — a yes-no 
response and a reason 
response. The yes-no 
response goes in one 
column (#25 for question 
14) and the reason re- 
sponse in another (#26 
for question 14) • 

Step 6: Questions 16 
and 31 have multiple re- 
sponses. If an answer 
is marked that number 
, should be placed in the 
column indicated. 

Step 7: Questions 18 
and 26 are wage questions. 
The wage should be entered 
as four digits in columns 
3 8- 41, Example: 0250 = 
$2,50/hour. 

Step 8: Question 30 is 
treated as six separate 
questions, each with five 
answers. Each question 
is treated like question 
one. 
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C. When all questionnaires are 
coded on the code form(s) 
you are ready to consult 

a computer person about the 
computer analysis • Three 
things will need to be done: 

1* K e y punch computer cards 

from code form. 
2. Transfer computer program 

to your computer. 
3m Run cards through computer 

to obtain svunmary of data. 

D. The cards may be keypunched 
in your data processing cen- 
ter. Care should be taken 

to insure that the keypunching 
is accurate. 

E. The computer program is in- 
cluded in Appendix . This 
program is designed for a 
360/60 IBM computer. It is 
ready to be put in this com- 
puter or a similar one. A 
computer consultant is needed 
to install the program. 

F. Once the program is operational^ 
the cards prepared, it is then 

a matter of running the cards 
and obtaining output. 
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HAND ANALYSIS OP THE DATA 



IF YOU USED THE COMPUTER SKIP 
TO STEP 5 . 

Step 4 ; Analyzing the data by 
hand can be accomplished by 
traditional methods of fre- 
quency counts and percentages. 
Please examine the tables in 
the SIRF manual on pages 
for a guide in hand tabulating 
data. 
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INTERPRETING THE DATA AND 
REPORTING RESULTS 



Step 5 ; The computer program 
produces 9 computer : ables • 
Also, the user is as ed to 
read page 12 of the manual for 
some ideas on the capabilities 
of the program. By use of 
card sorts several comparative 
analyses can be produced. 
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PCRMA 



EnaroHment Data 



Do Hot Mark In This Box 



1« Hesoe 



Student ID No. 



2. Permanent Address 



3^ Permanent Telephone No. 



Bstresfc; or Guardian's Ntoas 



5« 3tersnt or Guardian^s Admess 



6. JHEBCEnst or Guardian's Hume No, 



7, fg^fcdaie name, address Had phone number of someone (other than your parent or 
goardian) who vill alvaars know your address. 

ITame ^ ^ 

Address 



Kione No. 



8, Date of Birth 



month 



9- Sex: Q 

\ ] Female 

XL. Marital Status: []3 Single 

) I Married 
□ Other 



day year 

10. Race: 1 j Caucasian 

I I Oriental 

i \ American Indian 

□ Negro 

I \ Spanish Surname 



12* Are you a U.S. citizen? Yes Q No 
13* Do you have any physical haniicaps? Yes No 
If yes, briefly describe: 



Ik. How many years of 6chc«Dl have you conrpleted? 




15* Name and location (city and state) of last school attended: 

jjQjae J-^^ in This Box 

City 

State ' 

16 • How did you spendrmost of last year? ^ 
rn Going to School [~| Military Service 

\ \ Employed ) ) Other, please specify: 

1 I Unemployed, seeking work " 
17. Have you ever held a full- or part-tiios ^Job? 

I I Yes, fuia-tiias - □ No 

I ) Yes, part-tirne 

If ye*> vas the job related to the program of study in which you are 
now enrolling? 

□ Yes D No . 

16. Have you ever had any previous vocatioiml training? Yes | ) No 

19# What influenced you to choose the program of study in which you are now 
enrolling? 



I I Books, Magazines 
I 1 School Counselor 
I ) Job Opportunities 



Relatives 
I ) Teacher 
I \ Television 



□ Friend 

r I Work Experience 

□ Other (list below) 



Do Not Itork Below Biis Jjine 



20* Program of Study Code 

ZL. High School Enrolling In 

22. Vocational School 

23* Enrollment Date: 



t 



FCBKB 
Change csf Stattzs Report 



It Student's Name ^ ID NuEiber L | j | | | ( | | | ( 

2, High School r I I I 

3* Vocational School | | | | 

U# R^ogram of Study (Befccre Change) ^ [ I I "[ ^ 

5* Change of Status (check one): 
( \ Termination 

1 "] Program of Stu(2y Change to: . ^ . ' ......^ j I | 1 

6# If student terminated, mark reaison below: 

ttosatisfactory performance | ) Personal problems 

, I I Entered Military Service Y toajosJ^rred to another school 

I ) To<* Jtsfc in related area f ) Keasm unknown 

( ) Took idb in unrelated area f \ Graamted 

?• Date of Change: I I | \~] I ) ri 

Mo, Day Year 

8# Grade Average at Time of Change: 

A □ B □ C □!) □ P 

9. Percentage of Vocational Ecogram Completed Before Change: { | | "] % 
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Ejclt Form 

Do Not Mark in This Space 
Name ^ - j TP Number 1 I 11 TTTn 

2* Perman^^t ^ — 

Addre^^ " ' 

Perman^t Hione Number . _ 

h. Parent ^ Guardian " 

parent or Guardian *s Address 



6* Parent ^ Guardian's Phone Nlnriber " 

7« List najne, address and phone nuiriber of someone (other than your parent or 
guardi^) will always know your address : 

Addir^Ss • • 



Phone Ifo. _ ^^^^ 

8. Marita^J- Status: Q Sin^e [Z] Married □ other 

9. What Qj^^ your plans for the jfuture? (Mark all that apply.) 
f~l 5?^^sf er to another high school 

rn C^^^'^ete a related or same vocational program 

I ) C^^"^ete a different vocational progranx 

I I S-'Vear College 

I 1 li-'Year College 

rn t^st-Hlgh School Voc. Gaining . 

(<iontlnued on following page) 
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1. I Military Service 
en Apprenticeship 
Seek Bnplpyment 
I 1 Accept a Job Offer 
dl Other, please describe 



S S^tl::^M J^f » -J^o^t, Which of the fon«^ 

I I Salary i — i 

] I Opportunity for Eromotlon 

□ Working Conditions □ I^^^i^^ 

I I Job Security I — i ^ . ^ , 

I I Jot Related to vty Training 

□ V^.o^ Brt^est to Job □ 

^'"^ vocational tralMng you received at this 

LJ Yes □ No 

12. Would you recommend this pcograin to others? , , 

□ Yes □ No ; 

^nZ^lT^."^"^^ ^^^^ ^^-oe services 'in~the 





Much 


Some 


None 


Did Not 
Seek Help 


Not 
Offered 


Career Planning 


□ 




□ 


□ 


a 


Seeking Btaplojment 


□ 


□ 


□ 


□ - 




ELanning Future Education 


□ 


□ 


□ 


□ 


a 


Military Ser\dLce Inf caiaation 


a 


□ 


□ 


□ 


□ 


Personal Counseling 


□ 


□ 


a 


□ 




Recognizing Your Abilities 






& Interests 


□ 


□ 


a 


□ 


□ 


Deciding Courses To Take 


□ 


□ 


□ 


□ 


□ 


Are you generally satisfied vith the help you got 


from the guidance 


services? 



□ Yes □ wo 
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FOlDlf UP OF INDIANA VOCATIONAL STUDENTS 



SEQIONOfC 



1. 

3. 
4. 



7* 



0. 



.1. 



Sex 

g| Kale 

Age 

Race 

Q Caucasian 
0 Negro 
Are you a D,S 
0 Yea 



D Female 



[2| Oriental 
§ Spanish 
Citizen? 
HI No 



@ Indian 



5. High school grade average? 
0A 08 00 @D 

6. Did you graduate from high school? 
g Yes @ No ' 

If you graduated from high school, write 
the month and year of graduation. 

!lonth _^ Year __ 

Did you complete a vocational program while In 
school? 

0 Yes ID No 

Hark the vocational program you were In: 
E| Agriculture Q Health 

§1 Distributive Education § Home Economics 
§ Business Trade & Industry 

Were you In a co-op program? 
g Yes g No 

If you have moved from the community where you 
lived while In high school, how long after you 
left school did you move? 

0 Have not moved (Blacken square and skip to 
@ Within one month Q^^^^^n ^14) 
§ Two to six months 
§ Seven to 12 months 
§ More than twelve months 
How far did you move? 
0 Did not move out of county 
§ Moved out of county 
§ Moved out of state 
Wliy did you move ? 

^ Transferred by employer 
@ Military service 
[T] Attend school 
^ Wanted a change 
Since you left achool did you seek a full time job? 
Yes Ko, mark reason below* 

0 Had a full time Job g Other, describe 

0 Continued education • 



(I| Take a job 

m Seek a job 

Q Parents moved 

0 Marriage 



§ Housewife or about to be married 

Q Physical handicap 

@ Not Interested In getting a Job 

g Military service 

Q ^ Work part time (less than 30 hrs/week) 



[SECTION m 



15, Have you had a full-time Job since leaving high school? 
0 Yes No; skip to Question 28. 

16. What source* did you use In lookln*- for your first 
job? 

0 Private cniployaent agency School counselor 

g State employment agency gj School placement 

g Parent or relative^ gj On my own. 

g Friend g other, describe 

g Teacher 

17. In taking yotrr first full-time Job which of the follow- 
ing was most important to you? 

Salary § Location 

^ Working camdltlons § Related to training 

§ Job Security 0 Personal Interest 

0 Chance for iprorootlon § Other, 

18, Write In the amount of your gross earnings (before 
deductions) foir your first full-cime Job, 

Hourly rate $ 



19, Was your f Irsc full-time job In the trade or field for 
which you were trained? 

g Yes @ No 

I f YES ; Indicate how well your vocational course 
prepared you f^r your first full-time job. 

(H Exceptionally well prepared; training covered all 
essentials- arequlred by first job, 

[2] Well prepacQcd on the whole, but there were sotie 
Important fraps In training. 

^ Poorly pregcared; much that I needed to know was 
not covered In vocational course* 

If NO ; Mark reason below 

^ No job availUable In area of training 

^ Learned new job by continuing school 

Learned new Job In military service 

[7] Decided 1 Zi,ked other work better 

§ Not accepCesd as apprentice In trade 

§ Other, specify 



20, On. the followting scale Indicate how you felt about 
your first job- 

0 Highly liked 

§ Moderately liked 

m Indifferent 

g Moderately <81sllked 

H Highly dlsDLked 

21. Print the job dtle of your first full-time job 



Print the name -and business address of your first 
full- time employe r. 



If you are noC currently eriployed, skip to Question 27, 



22« 



Ib your present job In the trade or field 
for which you were trained in high school? 

g) Yes 11 No 

If YES : Indicate hov well your vocational 
course prepared you for your present Job. 

gj Exceptionally well prepared; training 

covered all eBsenti&Xs required by present 
job. 

^ Well-prepared on the. who le^ but there were 
some important gaps sn training. 

g Poorly prepared; muck that I needed to 

know was not covered in vocational course* 

If NO ; Mark reason below: 

^ No job available In axea of training 

Q Learned new Job by military service 

^ Learned new Job by continuing school 

0 Decided I liked other work better • 

^ Not accepted as apprentice in trade 

g Other (specify) 



23. 



On the following scale, indicate your feelings 
about your present job > 

g Highly like 

0 Moderately like 

g Indifferent 

0 Moderately dislike 

g Highly dislike 



24. In taking your present Job, which of the following 
was most important to you? 

0 Salary U Location 

0 Working conditions g Related to training 

0 Job security 0 Personal interest 

^ Opportunity for promotion § Other, explain below 



25. Print the job title of your present job 



26. 



27. 



28. 



Print the name and business address of your present 
employer o 



What are your present gross earnings? Write in the 
amount belov« 



Hourly rate 



29. 



How many full times Jobs (30 or more hours per week) 
have you held since leaving school? 

0 One @ Three 

Q Two 0 Four or more 

What is your current employment status? 

^ Employed full time Q Employed part time 

1 Not employed but seeking ^l"" ^0 hrs/we 
work § In military service 

§ Not employed and not ^ Vi school 

seeking work 

Do you have any physical handicaps that keep you 
from certain jobs in the vocational field in which 
you were trained? 

0 Yes II Ho • 



30. Mark the degree of help you feel you got from your high school guidance services. 



Career planning 
Seeking employment 
Planning for Future Education 
Personal counseling 

Recognizing your abilities and interests 
Deciding what courses to take 



Much 

S. 

B 
S 



Some 



None 



Did Not 
Seek Help 

0 

El 
E 
@ 



Not Offered 
by School 

1 
@ 



31. Below are ways students are influenced to select 
a vocational program. Mark those that most in- 
fluenced you to the program you took in school. 

5 Books, magazines § Job Opportunities 

Area or Voc. School Counselor j?] Part-time Job 

@ Relatives @ Teacher 

Neighbor or adult friend g Counselor 

g Friend you own age ^ Graduate of 

program 

53 other 



erIc" 



32. 



33. 



34. 



Are you generally satisfied with tho help you got 
from the guidance services at school? 

0 Yes g No 

Are you generally satisfied with the vocational 
training you received In high school? 

^ Yes g No 

Would you recommend this vocational program to 
others? 

0 Yes g No 
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